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Unl ess ot herwi se defined in specific chapters of this manual, terns
defined in this section shall apply whenever the termis used.

Admi nistrative Disqualification Hearing (ADH) - An administrative

di squalification hearing is an inpartial review by a hearings officer of
a househol d nenber's actions to determ ne whether or not the menber
conmitted an Intentional Program Violation (IPV)

Application - The official request for food stanp assistance. An
application may be classified as an initial or new application, a
reapplication, or a recertification. See also entries for the
application classifications.

Di sabl ed Person - The definition of a disabled person that follows nust
be used for the:
e Determnation of group hone eligibility;
Al l owance of nedical expenses;
Al l owance of unlimted shelter expenses
Use of net-only inconme limts in determining incone eligibility;
Eval uati on of conditionally-eligible imrgrants;
Al l owance of the $3,000 resource limt;
Al l onance of a 24-nonth certification period; and
Exemption from6-nmonth interimreporting requiremnments.

A di sabl ed person is one who

a. Is certified to receive or is actually receiving Suppl enenta
Security Income (SSI) benefits or disability or blindness paynents
under one of the following titles of the Social Security Act:

1) Title I, Gants to States for AOd Age Assistance and Mudi cal
Assi stance for the Aged;

2) Title I'l, Federal O d Age, Survivors, and Disability
I nsurance Benefits;

3) Title X, Gants to States for Aid to the Blind,

4) Title XIV, Gants to States for Aid to the Permanently and
totally Disabled; or

5) Title XVI, Supplenental Security Incone for the Aged, Blind
and Di sabl ed.

This includes SSI presunptive disability payments (regul ar SSI
Benefits for a three-nonth period paid to persons who will nost
likely neet SSI disability criteria), and SSI energency advance
paynments (a single $100 SSI paynment provided to persons who appear
to neet the SSI eligibility criteria who are considered in need of
i medi at e assi stance).
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Is certified to receive or receives an Auxiliary Gant.

Is certified to receive or receives disability retirenent benefits
froma governmental agency because of a disability considered
per manent under Section 221 of the Social Security Act.

Is certified to receive or receives an annuity paynent under Section
2(a)(1)(iv) of the Railroad Retirement Act of 1974 and is determ ned
to be eligible to receive Medicare by the Railroad Retirement Board
or Section 2(a)(i)(v) of the Railroad Retirement Act of 1974 and is
determ ned to be disabl ed based upon the criteria used under Title
XVl of the Social Security Act.

Is a veteran with a service-connected or nonservice-connect ed
disability rated or paid as total (100%, or is considered in need of
regul ar aid and attendance or permanently housebound under Title 38
of the U S. Code.

Is a surviving spouse of a veteran and considered in need of aid and
att endance or pernmanently housebound or a surviving child of a
veteran and considered to be permanently incapable of self-support
under Title 38 of the U S. Code.

Is a surviving spouse or child of a veteran and entitled to
conpensation for a service-connected death or pension benefits for a
nonservi ce-connected death under Title 38 of the U S. Code and has a
di sability considered pernmanent under the Social Security Act. For

t he purpose of this chapter, "entitled" neans those veterans
surviving spouses and children who are receiving the conpensation or
benefits stated or have been approved for such paynents, but are not
recei ving them

For any househol d nenber claimng a permanent disability that is
guestionable, i.e., not apparent to the EWunder this item of the
definition of disability, the household shall, at the l|ocal agency's
request, provide a statement from a physician or |icensed or
certified psychol ogist to assist the local agency in making a
disability determ nation

Is a recipient of disability related nedical assistance under Title
XI X of the Social Security Act.

Is a recipient of Federal Enpl oyee Conpensation Act (FECA) paynents
for permanently disabl ed enpl oyees who opt for FECA benefits in lieu
of Civil Service Retirenment benefits. Tenporary FECA paynents to
peopl e tenmporarily injured on the job do not satisfy the definition
of disability.

A less restrictive definition of disability is used for other policies such
as the work requirenment, work registration, and student identification and
eligibility.
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Disqualified Recipient Subsystem (DRS) - A nationwide central database

of persons who have committed Intentional Program Violations (IPV).

Homeless Household - A household that lacks a fixed and regular
nighttime residence or a household whose primary nighttime residence is:

a. A supervised shelter designed to provide temporary accommodations
(such as a welfare hotel or emergency shelter);

b. A halfway house or similar institution that provides temporary
residence for individuals who would otherwise be in an
institution;

c. A temporary accommodation in the residence of another. (Temporary

is defined here as having been in the home for not more than 90
days as of the date of application); or

d. A place not designed for, or ordinarily used as a regular sleeping
accommodation for human beings (e.g., as a park, bus station,
hallway, lobby or similar places).

Initial or New Application - The first application for food stamps filed
in a locality by a household. If the household subsequently moves to
another locality, the first application taken in the new locality is
also a new application.

Intentional Program Violation (IPV) - An intentional program violation
consists of any action by an individual of having intentionally:

a. Made a false or misleading statement to the local agency, orally
or in writing, to obtain benefits to which the household is not
entitled. An IPV may exist for an individual even if the agency
denies the household's application;

b. Concealed information or withheld facts to obtain benefits to
which the household is not entitled; or

C. Committed any act that constitutes a violation of the Food Stamp
Act, Food Stamp regulations, or any State statutes relating to the
use, presentation, transfer, acquisition, receipt, or possession
of food stamp coupons, ATP cards or access devices.

An IPV is also any action where an individual knowingly, willfully and
with deceitful intent uses food stamp benefits to buy nonfood items,
such as alcohol or cigarettes, uses or possesses improperly obtained
coupons, ATP cards or access devices, or trades or sells coupons, ATP
cards or access devices.
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Migrant Farm Worker - A farm worker who had to travel for farm work and

who was unable to return to the permanent residence within the same day.
See also Seasonal Farm Worker.

PA Case - A public assistance (PA) food stamp case is any case in which
all household members receive or are authorized to receive income from
the Temporary Assistance for Needy Families (TANF), Maintenance General
Relief (GR) or Supplemental Security Income (SSI) Program. Any case
that contains at least one member who does not receive TANF, GR or SSI
is a nonassistance (NA) food stamp case. "Authorized to receive" income
includes instances when approved benefits are not accessed, are
suspended or recouped, or are less than the minimum amount for the
agency to issue a payment.

Households that receive TANF Diversionary Assistance payments will be
considered a PA case for as long as the diversionary assistance is
intended to cover. The month after the diversionary assistance period
of ineligibility expires will be when the PA status ends.

A PA case also includes a case in which any member receives or is
authorized to receive a service from a program funded by the TANF block
grant. Service programs must derive more than 50 percent of their
funding from the TANF block grant or from state funds intended to meet
the Maintenance of Effort for TANF funding. These programs must be for
the purposes of:

a. assisting needy families;
b. promoting job preparation, work and marriage
C. preventing or reducing out-of-wedlock pregnancies, provided the

program imposes a 200 percent of poverty income guideline; or

d. promoting two-parent families, provided the program imposes a 200
percent of poverty income guideline.

A child removed from the TANF grant because of noncompliance with school
attendance requirements continues to be a PA recipient, for food stamp
purposes, as long as the TANF case status remains active.

A case will be a PA unit as long as each household member derives some
income from TANF, GR or SSI or at least one person receives a TANF
service, which benefits the entire household. A case will also be a PA
case as long as the PA income counts toward the food stamp eligibility
or allotment, such as in the case of the Noncompliance with Other
Programs policy of Part XII.D.

Reapplication - A reapplication is processed as an initial or new
application. A reapplication is:
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a. An application which is filed after an adverse or negative action.

An adverse or negative action is a denial of an application or
termination of an ongoing case.

b. An application filed when more than a calendar month has elapsed
after the last certification end date.

Recertification - The term recertification may refer to an application
or the process of renewing eligibility and entitlement to benefits. A
recertification application is an application filed before the
certification end date or in the calendar month after the certification
end date, provided the application does not follow an action to close
the case.

Seasonal Farm Worker - An individual employed by another in agricultural
work of a seasonal or other temporary nature. This includes employment
on a farm or ranch performing fieldwork such as planting, cultivating or
harvesting, or employment in related activities such as canning,
packing, seed conditioning or related research, or processing
operations.

Trafficking - The buying or selling of coupons, Authorization to

Participate (ATP) cards or Electronic Benefits Transfer (EBT) cards or
benefits for cash or consideration other than eligible food; or for the
exchange of firearms, ammunition, explosives, or controlled substances.
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A. PURPOSE OF THE FOOD STAMP PROGRAM

The purpose of the Food Stamp Program is to alleviate hunger and
malnutrition. The Program will meet its goals by permitting low-
income households to obtain a more nutritious diet through normal
channels of trade by increasing the food purchasing power for all
eligible households who apply for participation. The U.S. Congress
intended to promote the general welfare and to safeguard the health
and well being of the population of the Nation by raising levels of
nutrition among low-income households. The intent is also to help
provide food in cases of emergency and financial disaster.

The purpose of this manual is to provide the local social services
agency with certification procedures. Regulations for the issuance of
Electronic Benefit Transfer (EBT) cards to eligible households are in
the Virginia Electronic Benefits Transfer Policy and Procedures Guide.

B. HISTORY OF THE FOOD STAMP PROGRAM

The Food Stamp Act of 1964 authorized the Food Stamp Program on a
permanent basis. The Food Stamp Act of 1977, and subsequent
amendments, amended the 1964 Act and resulted in the generation of the

current Food Stamp Program regulations. The U.S. Department of
Agriculture administers the Food Stamp Program nationally through the
Food and Nutrition Service (ENS). 1In Virginia, local departments of

social services operate the Program at the county/city level under the
supervision of the Virginia Department of Social Services.

The Food Stamp Program started in four Virginia localities (Lee, Wise,
Dickenson and the City of Norton) during the pilot phase of its
development before the establishment of the permanent program on a
national basis. Through requests to operate the Program from local
governing bodies, more than 70 localities in the State expanded the
Program by June 1974. President Nixon signed the Farm Bill into law
in August 1973 that required nationwide implementation of the Food
Stamp Program effective July 1, 1974. Nationwide implementation of
the Food Stamp Program eliminated the Surplus Commodity Program which
was an alternate food program available to localities.

C. ISSUANCE SYSTEMS AND FOOD STAMP BENEFIT USE

Eligible households in Virginia receive their food stamp benefits
electronically where eligible households receive a plastic EBT card
with a magnetic stripe and a personal identification number (PIN) to

access the benefits.

The local agency must inform eligible households how to access their
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benefits through EBT and the proper use of the benefits, as described
in this chapter. The agency must also assist households who have
difficulty in accessing their food stamp benefits such as households
comprised of elderly or disabled members, homeless households or those
without a fixed mailing address. For example, the agency might assist
an elderly person who is housebound in finding an authorized
representative who might access the household’s benefit account and
shop for groceries on behalf of the household.

Upon receipt, the Case Name and authorized representative should each
sign their own EBT cards. Eligible households may use the EBT card at
any retail store or other food vendor authorized by USDA to accept food
stamp benefits. Authorized retailers may display a sign indicating
authorization that reads, "We accept Food Coupons" or similar language,
or that displays the QUEST logo.

In certain circumstances, eligible households may use food stamp
benefits to purchase meals through:

*= nonprofit meal delivery services, such as Meals-On-Wheels, or feeding
sites for the elderly;

* authorized drug addiction and alcoholic treatment and rehabilitation
centers;

= certain group living arrangements;

= shelters for battered women and children; and

= authorized nonprofit establishments that feed homeless persons and
restaurants authorized to accept food stamp benefits.

A household may purchase any food or food product for human consumption
with food stamp benefits. The household may also purchase seeds and
plants for use in gardens to produce food for the personal consumption
of the eligible household.

Households may not use food stamp benefits to purchase the following:

= alcoholic beverages or tobacco;

= hot foods ready for immediate consumption;

= pet foods;

" soap products, paper products or other non-food items usually
available in a grocery store; or

= foods to be eaten on the store premises.

In addition, household may not use food stamp benefits to pay back
grocery bills.

At the certification interview, the Eligibility Worker (EW) should
advise the applicant that, when using food stamp benefits, to separate
eligible items from ineligible items at the checkout counter unless
there is electronic programming available that could identify eligible
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items. The household should also advise the cashier beforehand of the

intent to use food stamp benefits, if electronic programming is not
available to denote food stamp benefits or when the household will use
EBT in conjunction with other payment methods.

Field offices for the USDA are responsible for the authorizing
retailers to accept food stamp benefits and responsible for ensuring
compliance of food stamp regulations by the retailers. Appendix II of
Part I lists the USDA field offices and the Virginia localities
assigned to each office.

D. PERSONNEL AND OFFICE OPERATIONS (7 CFR 272.4(a))

The local agency must provide qualified employees necessary to take
prompt action on all applications. The local agency employees who
certify households for participation in the Food Stamp Program must
meet the same personnel standards as those used by the local agency for
personnel who certify applicants for benefits under the federally aided
public assistance programs. Only qualified local agency employees may
conduct the interview of applicant households required by Part II.D and
determine the household's eligibility or ineligibility and the level of
benefits. 1In addition, only authorized employees or agents of the
state or local agency, or a local issuing agency may have access to EBT
cards or the EBT administrative terminal.

The local agency must provide timely, accurate, and fair service to
applicants for and participants in the Food Stamp Program. Each local
agency must establish office procedures and operations that accommodate
the needs of the populations it serves. Populations with special needs
may include households with elderly or disabled members, homeless
households, households with members who are not proficient in English,
and households with members who work during normal office hours.

E. NONDISCRIMINATION (7 CFR 272.6)

It is the policy of the State of Virginia and USDA that any applicant
or participant must receive fair and equal treatment. There must be no
discrimination against applicants or participants in any aspect of
program administration for reasons of age, race, color, sex,
disability, religious creed, national origin, or political beliefs.

1. Discrimination Complaints - People who believe that they were
subject to discrimination may file a complaint by calling (202)
720-5964 or by writing:
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U.S. Department of Agriculture
Director, Office of Civil Rights
Room 326-W, Whitten Building
1400 Independence Avenue
Washington, D.C. 20250-9410

State and local social services agencies must accept all written
or verbal complaints of discrimination and forward them
immediately to:

Director of Quality Management
Virginia Department of Social Services
7 North Eighth Street

Richmond, Virginia 23219-3301

If the individual making the complaint does not put the complaint
in writing, the person receiving the complaint must do so.

Whenever possible, the complaint should include the following:

a. Name, address, and telephone number or other means of
contacting the person alleging discrimination.

b. The location and name of the organization or office that is
accused of discriminatory practices.

C. The nature of the incident, action, or the aspect of program
administration that led the person to allege discrimination.

d. The reason for the alleged discrimination (age, sex, race,
religious creed, color, handicap, national origin, or
political belief).

e. The names, addresses, and titles of persons who may have
knowledge of the alleged discriminatory acts.

f. The date or dates on which the alleged discriminatory
actions occurred.

The discrimination complaint system, including the right to file
directly with the Secretary or the Administrator, must be
explained to each individual who expresses an interest in filing a
discrimination complaint. It must be explained to the individual
that complaints will be accepted even if the information specified
above is not complete; however, investigations will be conducted
only if the information described in (b), (c) and (d) is provided.
It must also be explained that a complaint must be filed no later
than 180 days from the date of the alleged discrimination,
although the time for filing may be extended by the Secretary of
Agriculture.
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2. Public Notification - Requirenments for displaying a nondiscrimnmnation

poster and for providing a panphlet are contained in Part I.I.
F. CCOLLECTI ON OF RACI AL/ ETHNI C GROUP DATA
Local agencies nust record the race and ethnicity of each househol d.

The racial categories are:

VWi te Anerican | ndian/ Al aska Native and Wite

Bl ack or African Anerican
Anmerican I ndian or Al askan Native
Asi an

Asi an and Wite

Bl ack/ African Anmerican and Wite

Anmerican | ndi an/ Al aska Native and

Bl ack/ Afri can American

Asi an and Bl ack/ African American

Q her

The categories for ethnicity are:
| Not Hi spanic or

Nati ve Hawaiian or other Pacific |slander

Hi spani c or Latino Lati no

The worker nust request the applicant to voluntarily identify the race or
et hnic category on the application form The worker nust advise the
applicant that the information is voluntary, that it will not affect
eligibility or benefit level, and that the reason for the collection of
this information is to ensure that there is no discrimnation with regard

to the recei pt of Food Stanp Program benefits.

t he wor ker
report the

VWhen the applicant does not voluntarily provide the information
must code the data based on observation. The State Agency mnust
raci al and ethnic data annually to USDA

G RETENTI ON OF RECORDS (7 CFR 272.1(f))

Food Stanp Program records nmust be maintained for a mnimum of three years
fromthe nonth of origin of each record. Some records require a |onger
retention period. The retention period is dependent on the record type and
activity related to the record. Annual systematic purging of material

unrelated to legal, fiscal, admnistrative, or program adm nistration is
reconmended.
1. Certification records nust be retained for three years fromthe end

Certification
t hat docunents the basis for an

of the certification period or other case action
records may include any materia
allotment, the deternmination of eligibility, or the establishnent of
a claim Records needed to support claims collection activity or
long-termeligibility determ nati ons or disqualifications nmust be
kept | onger than three years. Certification records may al so include
t he authorization and issuance of a vault EBT card or authorization
for crediting the card replacenent fee back to an EBT account.
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H

Use or

a. Records related to clains nust be kept for three years after a
claimis repaid or is adnministratively cl osed.

b. Records that support investigation of a suspected Intentiona
Program Vi ol ati on nust be kept until the case has been resol ved
if the investigation was initiated during the nornal three-year
retention period for certification actions.

C. Records about Intentional Program Violation disqualifications
nmust be kept for the Iife of the individual or until FNS
notifies that the record is no | onger needed.

d. Records to docunent work registration, voluntary quit, or work
reduction violations nmust be retained for the life of the
i ndi vi dual who caused the violation or until the person reaches
age 60, whichever occurs first.

| ssuance or administrative records must be retained for a three-year
period. The three-year period may be fromthe nonth the federa
obligation is paid, fromthe period of final resolution of the

i ssuance billing process or three years fromthe creation of the
record. These records include issuance registers, ATP cards and EBT
records.

Admi ni strative cost records rmust be maintained for three years from
the date the annual financial status report. These records include
fiscal and statistical records, supporting documents, negoti ated
contracts and any ot her docunent related to adm nistrative costs.
These records nust be retained beyond three years if a claim
l[itigation or audit is initiated before the end of the three-year
period. In these instances, the records nust be retained until the
claim litigation, or audit has been resol ved.

DI SCLOSURE OF | NFORMATI ON (7 CFR 272.1(c), 272.1(d))

di scl osure of information obtained fromfood stanp applicant

househol ds exclusively for the Food Stanp Program shall be restricted to
the foll ow ng:

1

Persons directly connected with the adm nistration or enforcenent of
t he provisions of the Food Stanp Act or regul ations, other federa
assi stance prograns, or federally assisted State prograns which
provi de assi stance, on a nmeans-tested basis, to | ow income

i ndividuals. This includes the Ofice of the Inspector CGeneral (O QG
and the Statew de Automated Child Welfare Informati on System (SACW S)

Enpl oyees of the Conptroller General's Ofice of the United States
for audit exam nation authorized by any other provision of |aw
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3. Local, state, or federal law enforcement officials upon a written
request to investigate an alleged violation of the Food Stamp Act or
regulations. The written request must include the identity of the

individual requesting the information and the authority to do so,
the violation being investigated, and the identity of the person on
whom the information is requested.

4. Law enforcement officials upon notification that an individual is
fleeing prosecution or imprisonment, is in violation of parole or,
that an individual has information needed to conduct an
investigation of a felony or parole violation. The individual's
address, Social Security number, and photograph, if available, must
be disclosed upon written request. (The agency may not disclose
scheduled appointment dates or times.)

5. The parent locator service to assist in the Child Support
Enforcement Program under Title IV-D, upon request; and

6. Persons directly connected with the verification of immigration
status of aliens applying for food stamp benefits through SAVE to
the extent the information is necessary to identify the individual
for verification purposes.

If there is a written request by a responsible member of the household,
its currently authorized representative, or a person acting on its
behalf, the household representative must be allowed to review material
and information contained in the case file, during normal business hours.
The agency may withhold confidential information, however, such as the
names of individuals who have disclosed information about the household
without the household's knowledge, or the nature or status of pending
criminal prosecutions.

All local offices of the Department of Social Services must maintain
state regulations and manuals that affect the public for examination by
the public on regular workdays during regular office hours.

I. PROGRAM INFORMATIONAL ACTIVITIES (7 CFR 272.5)

Food Stamp Program information must be available to applicant and
recipient households. Program information includes the rights and
responsibilities of households. This information may be conveyed through

publications, telephone hotlines, and face-to-face contacts.

1. Booklets/Pamphlets

a. Virginia Social Services — Benefit Programs information
booklet - Applicants must receive this booklet at the time of
each new application. Applicant households must also receive
the booklet at each reapplication or recertification if the
household no longer has a copy of the booklet.
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b. Virginia Nondiscrimination Program — Provide the

nondiscrimination pamphlet to households upon request.

C. Appeals and Fair Hearings pamphlet - Households must receive
this pamphlet with computer-generated adverse action notices
for actions to reduce or terminate the benefits or when
applications are denied.

d. Virginia EBT Questions and Answers pamphlet and the EBT
wallet card - The local agency or the EBT vendor must
provide EBT materials to EBT card recipients upon the
initial or replacement issuance of the EBT card. The local
agency must provide these EBT materials upon request after
the issuance of the EBT card. The agency may provide the
Cardinal Card Reminder flyer to households as needed.

2. Posters

These posters must be prominently displayed where food stamp
applications are taken:

a. A nondiscrimination poster, e.g., "And Justice for All", or
the Virginia Nondiscrimination poster

b. "Your Food Stamps Rights"
3. Other Required Activities
a. The agency must provide an explanation of household rights
when applicants request information about the Food Stamp
Program. The agency may provide a verbal explanation or it

may provide the Know Your Rights When Applying for Food
Stamps flyer if the applicant is able to read and comprehend
the form in English.

b. The agency must complete the Food Stamp Program - Hotline
Information form and provide it to each applicant on the day
the applicant files a new application, a reapplication, or a
late recertification application.

C. The local agency must make an effort to answer general or
specific questions related to the Food Stamp Program from
persons expressing an interest in applying for program
benefits. The agency may refer callers to appropriate
agency personnel, and if those persons are not available,
the agency must arrange to return the call. If it is not
possible to return the call, the agency must advise the
caller to return the call at a prearranged time when the
appropriate personnel will be available to answer the
questions.
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J. FAM LY BASED SCOCI AL SERVI CES PQLI CY

One of the goals of the Virginia Department of Social Services is to
provide an effective social service and public assistance systemto neet

t he basic needs of citizens who need help. The system rmust provide
services within the needy citizen's home conmunity and within an
environnent that pronotes famly stability whenever possible. In order to
acconplish effective social and public assistance services within
Virginia' s locally adm nistered, state-supervised system each |oca
department must admi ni ster prograns based upon a phil osophy of famly based
soci al service delivery.

Benefit prograns are designed to provide income support benefits to assist
fam lies who are unable to provide the necessities of |ife and maintain

m ni mum st andards of health and well-being through their own efforts.

Gat hering relevant information about a fanmly's situation and assessing
that information against the eligibility for benefit progranms are the basis
for making the eligibility determ nations. This process also includes an
assessment of need for service prograns and other resources to assist the
famly. |If other needs exist, the eligibility worker must refer the famly
for appropriate services or resources within the agency or conmunity.

Addi tional information on Family Based Social Services is contained in
Vol urme |, Chapter E., and Volume VII, Section |, Chapter A

K. PRUDENT PERSON CONCEPT

Thi s manual provides policy guidelines for the Food Stanp Program The
policies are often broad to allow certification staff sufficient
flexibility to make reasonabl e judgenents in eval uating individua
househol d circunstances to determ ne food stanp eligibility and benefit
| evel .

It is not possible to have every potential situation observed in nanaging a
casel oad addressed in this manual so the eligibility worker rnust determn ne
what is reasonable, i.e., the prudent person concept. The eligibility

wor ker must exerci se reasonabl e judgenent based on experience, know edge of
the program and | ogic. The prudent person concept does not elimnate or
repl ace food stanmp eligibility requirements or actions. The worker mnust
sufficiently docunent the case file to all ow supervisory staff, appeals

of ficers, reviewers, and coll eagues to be able to understand case actions
as well as to permt self-review
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FIPS CODE DIRECTORY
Code Locality Code Locality Code Locality
001 Accomack 083 Halifax 171 Shenandoah
003 Albemarle 085 Hanover Shenandoah Valley
005/ Alleghany 087 Henrico 015 Augusta
560 Clifton Forge 089/ Henry 790 Staunton
580 Covington 690 Martinsville 820 Waynesboro
007 Amelia 091 Highland 173 Smyth
009 Amherst 093 Isle of Wight 175 Southampton
011 Appomattox 095 James City 177 Spotsylvania
013 Arlington 097 King and Queen 179 Stafford
017 Bath 099 King George 181 Surry
019 Bedford 101 King William 183 Sussex
515 Bedford City 103 Lancaster 185 Tazewell
021 Bland 105 Lee 187 Warren
023 Botetourt 107 Loudoun 191 Washington
025 Brunswick 109 Louisa 193 Westmoreland
027 Buchanan 111 Lunenburg 195 Wise
029 Buckingham 113 Madison 197 Wythe
031 Campbell 115 Mathews 199/ York
033 Caroline 117 Mecklenburg 735 Poquoson
035 Carroll 119 Middlesex 510 Alexandria
036 Charles City 121 Montgomery 520 Bristol
037 Charlotte 125 Nelson 540 Charlottesville
041/ Chesterfield 127 New Kent 550 Chesapeake
570 Colonial Heights 131 Northampton 590 Danville
043 Clarke 133 Northumberland 620 Franklin City
045 Craig 135 Nottoway 630 Fredericksburg
047 Culpeper 137 Orange 640 Galax
049 Cumberland 139 Page 650 Hampton
051 Dickenson 141 Patrick 670 Hopewell
053 Dinwiddie 143 Pittsylvania 680 Lynchburg
057 Essex 145 Powhatan 683 Manassas
059/ Fairfax County 147 Prince Edward 685 Manassas Park
600 Fairfax 149 Prince George 700 Newport News
610 Falls Church 153 Prince William 710 Norfolk
06l Fauquier 155 Pulaski 720 Norton
063 Floyd 157 Rappahannock 730 Petersburg
065 Fluvanna 159 Richmond County 740 Portsmouth
067 Franklin County 161 Roanoke County 750 Radford
069 Frederick 163/ Rockbridge 760 Richmond City
071 Giles 530 Buena Vista 770 Roanoke City
073 Gloucester 678 Lexington 800 Suffolk
075 Goochland 165/ Rockingham 810 Virginia Beach
077 Grayson 660 Harrisonburg 830 Williamsburg
079 Greene 167 Russell 840 Winchester
081/ Greensville 169 Scott
595 Emporia
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USDA Field O fices

RI CHMOND FI ELD OFFI CE (637)

Food and Nutrition Service, USDA Tel ephone: (804) 287-1710
1606 Santa Rosa Road, Suite 129 Fax: (804) 287-1726
Ri chnond, Virginia 23229

Satellite Ofice:

Food and Nutrition Service, USDA Tel ephone: (757) 441-3570
P. 0. Box 889, 200 Granby Street Fax: (757) 441-3571

Norfolk, Virginia 23510

Areas Served:

Accomack Danvill e

Al bemar| e Di nwi ddi e
Amel i a Enpori a
Amher st Essex
Appomat t ox Fl uvanna
Bedf ord Franklin
Brunswi ck d oucest er
Bucki ngham Goochl and
Campbel | Greensville
Caroline Hal i f ax
Charles City Hanpt on
Charlotte Hanover
Charlottesville Henri co
Chesapeake Hopewel |
Chesterfield I sl e of Wght
Col oni al Heights Janes City
Cumber | and King & Queen

TOANSON FI ELD OFFI CE (614)

Food and Nutrition Service, USDA
515 East Joppa Road, Suite 208
Townson, Maryland 21286

Areas Served:

Arlington Fauqui er

Al exandri a Frederick

Cl ar ke Frederi cksburg
Cul peper Gr eene

Fairfax City Harri sonburg
Fai rfax County Ki ng Ceorge
Fal I s Church Loudoun

King WIIliam
Lancast er
Lexi ngt on
Loui sa
Lunenburg
Lynchburg

Mat hews

Meckl enbur g
M ddl esex

Nel son
New Kent
Newpor t
Nor f ol k
Nor t hanpt on
Not t oway

Pet er sburg
Pittsyl vania

News

Tel ephone:

Fax:
Madi son
Manassas

Manassas Par k
Nor t hunber | and
Or ange

Page

Prince WIlliam

Port snout h
Powhat an

Prince Edward
Prince Ceorge
Ri chnond City
Ri chnond County
Sout hanpt on

St aunt on/ August a
Suf f ol k

Surry

Sussex

Vi rgini a Beach
Waynesbor o

W Ilianmsburg
Yor k

(410) 962- 2390
(410) 962- 2401

Rappahanock
Rocki ngham
Shenandoah
Spot syl vani a
Stafford
Warren
West nor el and
W nchest er
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CHARLESTON FI ELD OFFI CE (626)

(304) 347-5944
(304) 347-5559

Food and Nutrition Service, USDA
One Val l ey Square

300 Sumrers Street, Suite 960
Charl eston, West Virginia 25301
Satellite Ofice:

Food and Nutrition Service, USDA
P. O. Box 4546

Bluefield, West Virginia 24701

Areas Served:

Al | eghany Covi ngt on

Bat h Craig

Bl and Di ckenson

Bot et ourt Fl oyd

Bri st ol Franklin County
Buchanan Gal ax

Buena Vista Gles

Carroll Grayson

Clifton Forge Henry

Tel ephone:
Fax:
Tel ephone:
Fax:
Hi ghl and
Lee
Martinsville
Mont gonery
Nort on
Patrick
Pul aski
Radf ord

Roanoke City

(304) 324-8081
(304) 324-8082

Roanoke County
Rockbri dge
Russel

Scot t

Snyt h

Tazewel |
Washi ngt on

W se

Wt he
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The National Voter Registration Act of 1993 (NVRA) requires |local socia
servi ces agencies offer each applicant for TANF, food stanps, and Medi caid
an opportunity to apply to register to vote at initial application and at
each review of eligibility. Voter registration application services nust
al so be provided any time a change of address is reported to the |oca
agency in person. Local agency staff nust provide the same degree of
assistance in conpleting voter registration applications as is done in
conpl eting applications for assistance.

A Prohi bitions

Local social services agencies and agency staff are prohibited from maki ng
any statenents or taking any action that:

1. seeks to influence custoners' political preferences;

2 di spl ays any political preference or party affiliation

3. di scourages individuals fromapplying to register to vote; or

4 | eads individuals to believe that a decision to register or not to

regi ster has any inpact on their eligibility for assistance or the
benefit level that they are entitled to receive.

B. Vot er Regi stration Services

Each | ocal social services agency, including satellite offices, mnust
provide the follow ng services:

1. di stribute voter registration application fornms for conpletion by
custoners at the agency or to be taken for registration by nail

2. assi st custoners in conpleting the voter registration application
form unl ess such assistance is refused,;

3. ensure that spaces of the voter registration application are
conmpl eted, including identifying the locality name on the reverse
side of the form

4, conpl ete the agency certification form

5. make brochures about amendnents to the Virginia constitution
avai |l abl e for distribution; and

6. accept voter registration application forns for transmttal to the
| ocal general registrar

TRANSM TTAL #54



VI RG NI A DEPARTMENT

OF SOCI AL _SERVI CES VOTER REG STRATI ON
10/ 02 VOLUME V, PART ||, APPENDI X |, PAGE 2
a. Each conpleted registration application nust be submitted to

the I ocal registrar every Friday or on the |ast working day
before Friday if Friday is a holiday. Envelopes with conpleted
registration forms nmust be marked with an "A" in the upper |eft
corner and the nunber of registration forns in the envel ope.

b. Regi stration applications that are nmailed to custoners or that
were obtained fromthe |ocal agency must be forwarded to the
registrar if the conpleted forms are returned to the agency.

C. The voter registration application nay be mailed to the State
Board of Elections by customers at the expense of the customer.

Voter registration application services are not required to be offered when
an individual indicates that he/she is currently registered to vote in the
locality and there is a conpleted agency certification formin the
custoner's case record indicating the same, and the customer has not noved
fromthe address maintai ned when the registration occurred.

C. Certification

Each custoner nust be provided the "Certification of Virginia Voter
Regi stration Agency Certification" format each application or review

1. Customers who refuse to check the appropriate box on the
certification formor refuse to sign the formw |l be considered to
have declined the opportunity to register to vote.

2. The worker nust sign and date each certification formand conplete
t he appropriate box.

3. Certification forns nust be retained in the agency case record in
accordance with records retention policy set forth in Volume I.

4. The bottom of the certification formnust be conpl eted when
registration applications are nailed with applications for assistance
and when an authorized representative files the application on behalf
of the househol d.

D. I ndi vidual s Required to be Ofered Registration Services

Voter registration services nmust be offered to an individual who is:
1. A menber of the TANF assistance unit or food stanp househol d;

2. 18 years of age or who will be 18 by the time of the next genera
el ection; and
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3. Present in the office at the tine of the interview or when a change
of address is reported. (Note that a registration application mnust
be sent upon request for mail-in purposes for address changes that
are not reported in person.)

I ndi vi dual s acconpanying the custoner to the [ ocal agency who is not a
nmenber of the assistance unit or househol d, including payees and authori zed

representatives, will not be offered voter registration services by the
| ocal agency. A registration application nmust be provided to the person
upon request for mail-in purposes. Wen an authorized representative is
appl yi ng on behal f of another, the |ocal agency nust offer a mail-in

application and the bottom of the certification formis to be conpleted
accordi ngly.

The voter registration application nust be nailed to an applicant with the
application for assistance if a subsequent face-to-face interview will not
be required. Wen the in-office interviewis required, voter registration
services nust be provided at the tine of the interview
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A. VERIFICATION

Verification is the use of third party information or documentation to
establish the accuracy of statements on the application or Interim
Report. Households have at least ten days to provide required
verification.

1. Mandatory Verification at Initial Application/Reapplication (7 CFR
273.2(f))

Local agencies must verify the following information before
certification for households initially applying and for
reapplications:

a. Residency

Applicants must provide the residency requirements of Part
VII.B except in unusual cases, such as homeless households,
some migrant farm worker households, or households newly
arrived in a locality, where verification of residency cannot
reasonably be accomplished. Verification of residency may be
accomplished, to the extent possible, in conjunction with the
verification of other information, such as, but not limited
to, shelter expenses or identity. If the agency cannot
verify residency when verifying other information, the agency
must use a collateral contact or other readily available
documentary evidence. Verification may include statements
from migrant service agencies or camp officials, letters from
the people with whom the household is staying, hotel check-in
receipts, day care enrollment forms, and health clinic
records for the family. The agency must accept any document
or collateral contact that reasonably establishes the
applicant's residency. Households do not have to provide a
specific type of verification.

b. Identity

Applicant must verify the identity of the person making the
application. When an authorized representative applies on
behalf of a household, the agency must verify the identity of
both the authorized representative and the head of the
household. The agency may verify identity through readily
available documentary evidence or, if this is unavailable,
through a collateral contact. Acceptable documentary
evidence includes, but is not limited to, a driver's license,
work or school ID, ID for health benefits or assistance or
social services program, a voter registration card, wage
stubs, a Social Security card or card stub issued by the
Social Security Administration (SSA), or a birth certificate.
The agency must accept any documents that reasonably
establish the applicant's identity. Households do not have
to provide a specific type of verification.
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For drug or alcoholic treatment center residents, the authorized
representative may be the resident's collateral contact for
purposes of verifying the resident's identity and residency.

c.

Gross Nonexempt Income

The agency must verify gross nonexempt income for each
household member before certification. The process of
verifying income includes establishing the onset and
termination of income.

Citizenship and Immigration Eligibility

The applicant must declare in writing the citizenship or
immigration status of all household members. Immigrants must
present documentation for local agencies to determine if they
are eligible immigrants as defined in Part VII.F. To
establish eligibility for immigrants, applicants may need to
establish: 1) the date of admission; 2) the date INS granted
the status; 3) a military connection; 4) battered status;

5) presence in the U.S. on August 22, 1996; 6) the number of
work quarters; or 7) tribal membership. While awaiting
acceptable documentation, the immigrant in question is
ineligible, but the agency must determine the eligibility of
any remaining members except in the instance when a member
disputes the SSA report of countable work quarters to
establish eligibility. The member may participate for six
months during the SSA investigation. See Part VII.F.3.

The agency may verify the validity of an immigrant's
documents through an automated or manual system for the U.S
Citizenship and Immigration Services (USCIS). The
procedures for the Systematic Alien Verification for
Entitlements (SAVE) Program verification system are in
Appendix 2 of Part VII.

The agency must not verify the citizenship of household
members unless the information provided by the household is
questionable. See Part VII.F.4 for suggested forms of
verification and the procedures to verify citizenship.

Shelter Expenses

1) Continuing Shelter Charges. The local agency must
verify shelter expenses specified in Part X.A.4 other
than utilities, if allowing the expense could
potentially result in a deduction. The agency must
not verify the shelter expenses of homeless households
that qualify for the Homeless Shelter Allowance unless
the claim is questionable. See Part X.A.7.
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2) Uility Expenses. The local agency nust verify a
househol d's utility expenses if the household w shes to
cl ai m expenses in excess of the utility standard or if
t he household is not entitled to the utility standard,
but has allowable utility expenses, provided the expense
woul d actually result in a deduction. |[If the household
does not verify actual utility costs by the 30th day, the
agency nust allow the utility standard if the househol d
is entitled to it. For households that want to use the
utility standard, verification that the household incurs
a heating or cooling expense is required only if the
i nformati on presented by the household is questionabl e
and if the expense would result in a deduction. NOTE:
Reci pi ents of Low I ncome Home Energy Assistance paynents
are entitled to the utility standard even if they do not
incur direct utility costs.

3) Tel ephone Expenses. For households entitled to claimthe
t el ephone standard, verification that the household
i ncurs an expense for a basic rate is required only if
the information presented by the household is
guestionable, and if the expense would result in a
deducti on.

f. Dependent Car e Expenses

For those househol ds cl ai m ng dependent care expenses, as
described in Part X A 3., the |local agency nust verify that the
househol d actually incurs the expense and the actual anount of
t he expense, if allow ng the expense could potentially result
in a deduction.

g. Resour ces

At application and reapplication, the | ocal agency must verify
all liquid resources. At recertification and for the

eval uation of the Interim Report, the agency must verify
changes in liquid resources or newly acquired |iquid resources.
The agency nust verify unchanged information at recertification
or for the InterimReport only if the information is
guest i onabl e.

The agency may obtain verification of liquid resources through

checki ng and savi ngs account statements, clearances sent to
banks and savings institutions, credit union statements, etc.

TRANSM TTAL #58


http://www.localagency.dss.state.va.us/divisions/bp/files/fs/manual/p10.pdf

VI RG NI A DEPARTMENT VERI FI CATI OV
OF SOCI AL_SERVI CES DOCUMENTATI ON

12/ 03

VOLUME V, PART |11, PAGE 4

The EWnust aid the applicant if the applicant househol d
requi res assistance in providing the necessary verification
In sone instances, the EWnmay assist by contacting collatera
cont acts.

Loans

The agency nust verify all nonies a household receives that the
househol d reports as | oans.

Medi cal Expenses

The | ocal agency nust verify the amount of any medi cal expenses
that may be deductible, including expenses that the household
expects to incur during the certification period. The agency
nmust al so verify anobunts for reinbursenment of nedical costs,
such as a reinmbursenent from an insurance conpany for a
hospital bill. The agency must obtain verification before
initial certification if the household indicates the existence
of a deduction for a household nmenber who is 60 years of age or
ol der or disabled. For expenses anticipated but not verified
at certification, the agency nust advise the household that the
household will receive the deduction for the expense if the
househol d provides verification during the certification

peri od.

Social Security Nunmbers (7 CFR 273.2(f)(1)(v))

The | ocal agency nust verify the Social Security nunbers (SSNs)
reported by the household by submitting themto the Soci al
Security Adm nistration (SSA) through SVES. The agency,
however, must not delay certification of an otherw se eligible
househol d solely to verify a Social Security nunber even if the
30-day processing period has not expired. As soon as the
agency conpletes all other steps necessary to certify a
househol d, except for verification of the Social Security
nunber, the agency mnust certify the househol d.

VWhen the SVES inquiry indicates that SSA is unable to verify
the SSN provided by the client, the EWnust contact the
househol d to determine if the information the househol d
provided is correct and obtain the correct information, as
appropriate. |If the information the agency has is correct, but
the informati on SSA has is incorrect, the agency must notify

t he household that it nust resolve the discrepancy with the
SSA.
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If the household fails to provide the necessary information
that would allow the verification of an SSN, the household
member for whom the number is unverified is ineligible.

If a household must provide information or documentation to
the local agency or the SSA, the household must complete the
action before the next recertification or show good cause
why it was unable to do so.

If a household claims it cannot complete required actions
for reasons beyond its control, the EW must verify the
household's inability to cooperate. For example, a
household may claim it cannot verify a name change because
fire destroyed official records. The EW must verify this
claim to the point he/she is satisfied the claim is
accurate, i.e., documentation of the name change no longer
exists. 1In these cases an SSN match cannot be accomplished
since SSA records cannot be corrected without the missing
documentation. If the EW verifies that the household is
unable to provide the information needed to verify the SSN,
the household member will remain eligible. The case file
must adequately document the household's inability to
provide the information.

Conversely, if the EW is unable to substantiate the
household's claim that it cannot provide the information,
the household member will be ineligible.

Appendix I to this chapter contains suggested language for a
form that the EW may give to clients who must provide SSA
with information or documentation to complete the
verification process.

k. Disability (7 CFR 273.2(f) (1) (viii))

Whether the stricter or more relaxed definition of
disability is evaluated, disability status of individual
household members must be established. If a household fails
to verify disability when necessary, the individual in
question is not considered disabled.

Work Registration, Student Identification, Work Requirement
A statement from a licensed medical provider is sufficient
for the less restrictive standards for these policy areas.
Receipt of temporary or permanent disability payments may
also be used.
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Separate Household Status for Elderly, Disabled Persons

For elderly, disabled persons who are unable to purchase and
prepare meals separately, the agency must first determine
the disability and then establish that these persons are
unable to purchase and prepare meals because of the
disability. The Social Security Administration’s list of
disability conditions may be used for this evaluation.

If it is obvious that the individual could not purchase and
prepare meals because of the disability, the agency must
consider the individual disabled even if the disability is
not specifically mentioned on the SSA list. If the
disability is not obvious, the EW must verify the disability
by a statement from a licensed medical provider or licensed
or certified psychologist, along with a statement that, in
the doctor’s opinion, the disability prevents the individual
from purchasing and preparing meals.

Disabled for Determining Eligibility for Group Homes,
Medical Expenses, Unlimited Shelter Expenses, Net Income

Standards, 24-month Certification Periods, Resource
Eligibility, Immigration Eligibility, Exemption from Interim
Reporting

Verification of this evaluation of disability, as noted in
Definitions, will usually be determined by receipt of or
approval for certain income sources or benefits. For
example, approval for or receipt of a disability check from
the SSA, including SSI, verifies disability.

1. Child Support Payments

A household member's legal obligation to pay child support,
the obligated amount of support to be paid, and the amount
of child support actually paid must be verified in order to
allow a deduction.

Documents which may be used to verify the household's legal
obligation to pay child support and the obligated amount
include a court or administrative order, or a legally
enforceable separation agreement. The actual payment of
support may be verified through such methods as cancelled
checks, withholding statements from wages or unemployment
compensation, statements from custodial parents about direct
payments or payments made to third parties, or payment
records of the Division of Child Support Enforcement. The
same document accepted as verification of the legal
obligation to pay child support may not also be used as the
verification of the amount of child support actually paid
monthly.
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2. Verification of Questionable Information (7 CFR 273.2(f)(2))

Local agencies shall not verify any other factors of eligibility
prior to certification unless they are questionable and affect a
househol d's eligibility or benefit level. To be considered
guestionable, the informati on on the application nust be:

a. i nconsistent with statenents nmade by the applicant;

b. i nconsistent with other information on the application or
previ ous applications; or,

C. i nconsistent with any other information received by the |oca
agency.

VWhen determining if information is questionable, the | ocal agency
nmust base the decision on each househol d' s individual circunstances.
A househol d's report of paid expenses that exceed its incone may be
grounds for a determination that further verification is required.
Thi s circunstance al one nmay not be grounds for a denial. The |oca
agency nust explore with the household howit is managing its

fi nances; whether the household receives excluded incone or has
resources, and how |l ong the househol d has managed under these

Ci rcumnst ances.

If the agency needs verification to resolve questionable information
the | ocal agency nust document why it considered the information
guesti onabl e. The docunentation nust al so include the verification
t he agency used to resolve the questionable information

The definition of questionable information contained in this chapter
applies to all references of questionable information throughout this
manual

3. Sources of Verification (7 CFR 273.2(f)(4))

Docunent ary Evi dence

Local agenci es nust use docunentary evidence as the primary source of
verification. Docunentary evidence neans witten confirmation of a
househol d' s ci rcunmstances. Exanpl es include wage stubs, rent

recei pts, and utility bills. The EWis responsible for determning
if the evidence provided is sufficient to deternmine eligibility.
Evidence is sufficient if the agency can derive correct information
about the element fromthe evidence provided. For exanple, the EW
may use the Year-to-Date totals on pay stubs to establish a m ssing
anmount .
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Al t hough docunentary evidence is the primary source of verification
acceptable verification is not linmted to any single type of
docunent. The agency may obtain the information through the
househol d or other sources. The |ocal agency must use alternate
sources of verification such as collateral contacts and hone visits
whenever the EW cannot obtain docunentary evidence.

To verify residency, a collateral contact, as well as docunentary
evidence, will serve as a primary source of verification.

VWen attenpts to verify countable income and Iiquid resources prove
to be unsuccessful, the EWnust deternine an anount to be used for
food stanmp purposes based on the best available information. The
agency may use the household s statenent if alternate sources of
verification are not available or are uncooperative with the
househol d and t he agency.

Exanpl e

A farm owner refuses to verify a tenant's inconme. The

| ocal M grant Seasonal Farmworker's Association (MSFA) or
Agriculture Stabilization and Conservation Service (ASCS)
may be able to provide information as to what the
househol d nenber m ght expect to receive.

VWere informati on from another source contradicts statenents nmade by
t he househol d, the household rmust have an opportunity to resolve the
di screpancy prior to an eligibility determi nation and within the
maximumtinme limts described in Part |I.F.

Exanpl e

A farm owner reports that the applicant, a tenant farnmer,
earned a specified anmbunt fromthe sale of a crop. The
applicant reports that this anmount is incorrect. |If there is
no one else to verify the inconme, and the applicant hinmself is
unable to do so, the agency could use an estimate provided by
the Agriculture Stabilization and Conservation Service (ASCS)

Col | ateral Contacts and Hone Visits

A col lateral contact is a verbal confirmation of a household's

ci rcunmst ances by a person outside of the household. The person
supplying the information may be either in person or over the

tel ephone. Before approval of the initial application/reapplication
the | ocal agency may select a collateral contact only if the
househol d fails to designate one or designates one that is
unacceptable to the | ocal agency. Exanples of acceptable collatera
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contacts include enmployers, |andlords, social service agencies,

m grant service agencies, and nei ghbors of the household who are able
to provide accurate third party verification. |If the |ocal agency
designates a collateral contact, the agency may not make the contact
wi thout prior witten or oral notice to the household. At the tine
of this notice, the agency nust informthe household that it has the
foll owi ng options:

a. Consent to the contact;
b. Provi de acceptable verification in another form or
C. Wthdraw its application

If the househol d refuses to choose one of these options, the agency
nmust deny the application in accordance with the nornmal procedures
for failure to verify necessary information.

When the EWcontacts the collateral contact, the EWnust not disclose
that the househol d applied for benefits or share any of the

i nformati on provided by the household. |In addition, the EWnmay not
suggest w ongdoi ng by the household. The EWnay disclose to the
collateral contact only that information the contact needs to supply
the information the agency seeks.

Systenms of records to which an agency has routine access are not
collateral contacts and, therefore, the household does not need to
designate them Exanpl es include APECS, BENDEX, SDX, VEC, or the
SVES inquiry system

Bef ore approval of the initial application/reapplication, home visits
may serve as verification but only if the agency cannot obtain
docunentary evidence. The EWnust schedule the visit in advance wth
t he household for a tine that is acceptable to the househol d.

Upon approval of the application, the requirenments for selection of a
collateral contact by the household and advance notification of the
collateral contact or honme visit no | onger apply when deened
necessary for the investigation of a possible overissuance.

Docurent ation is necessary before nmaking the collateral contact or
horme visit as to the information received that indicates the
possibility of an overissuance. For exanple, after the agency
approves an application, the agency may nmake a home visit without
advance notification if an anonynmous caller identified an additiona
househol d nenber. The investigation may be to evaluate the
possibility of an overissuance that already occurred or to prevent an
overi ssuance fromoccurring in the future.

Hone visits deened necessary for front-end or preventative

i nvestigations are not subject to advance notification and scheduling
requi renents with the household. Inconsistencies in a household s

ci rcunmstances may warrant preventative investigations.
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4. Checkl i st of Needed Verifications

The agency nust provide a checklist that infornms each applying
househol d of the verifications the agency needs to process the
application and the date by which the household rmust provide

i nformati on. The agency nmust provide the checklist for each new
application, reapplication and recertification application filed.

B. RESPONSI Bl LI TY FOR OBTAI NI NG VERI FI CATION (7 CFR 273.2(f)(5))

The househol d has primary responsibility for providing docunentary evidence
to support statenents on the application and to resolve any questionable
information. Unless verification is readily available to the househol d,

t he household is not responsible for providing verification of reported
unearned incone for which verification is accessible to the |ocal agency

t hrough systenms of records. These records include APECS, SVES, and the VEC
i nqui ry of unenpl oyment benefits. The agency shoul d access the SDX system
only as an alternate method when an applicant’s Social Security Number is
not available or when the SVES record is unavail able. The screener nust
docunent the case record to note why the SDX system was used and why SVES
was not used.

In addition to using certain information systenms to verify incone, the
agency nust review all systens available to determ ne the accuracy of

i nformati on presented on applications for food stanps. This screening of
systenms for each househol d nenber nmust take place before the approval of
all applications. Systens that must be eval uated include those |isted
above and VEC for enploynment. The agency may need to use either the
househol d nenber’'s nane or Social Security number to conduct the
screenings. The agency nust resol ve discrepanci es noted between the
conpl eted application and autonmated reports before the approval of the
application.

The | ocal agency nust assist the household in obtaining requested
verifications provided the household is cooperating with the agency as
outlined in Part I1.C. Househol ds may supply documentary evidence in
person, through the mail, by facsimle or other electronic neans, or

t hrough an authorized representative. The |ocal agency nmay not require the
househol d to present verification in person at the food stanp office. The
agency nust accept any reasonabl e docunentary evi dence provided by the
househol d. The focus of the agency nust be primarily on how adequately the
verification proves the statenents on the application

VWhenever a collateral contact must substitute for docunmentary evidence
because docunentary evidence is not available, the |ocal agency mnust
generally rely on the household to provide the nane of a collatera
contact. The household may request assistance in designating a collatera
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contact. The local agency is not required to use a collateral contact
designated by the household if the collateral contact cannot provide
accurate third party verification. When the collateral contact
designated by the household is unacceptable, the local agency must ask
the household to designate another collateral contact or the local
agency must designate the collateral contact itself. The local agency
is responsible for obtaining verification from acceptable collateral
contacts.

The eligibility worker may contact only those persons designated as
collateral contacts with the permission of the client. In the absence
of documentary evidence and any other source of verification, the EW
must determine the amount to use for certification purposes based on the
best available information.

There may be instances when outside knowledge of an application for food
stamps may jeopardize the employment or safety of the applicant. For
example, an employer or a migrant worker's crew leader may discourage a
household's participation in the Food Stamp Program. In such instances,
the agency must determine that the crew leader and/or employer are
unavailable as sources of verification.

C. DOCUMENTATION (7 CFR 273.2(f) (6))

The EW must document case files to support eligibility, ineligibility,
and benefit level determinations. The documentation must be in
sufficient detail to permit a supervisor or reviewer to determine the
reasonableness and accuracy of the determination. The documentation
must also indicate that the agency gave the household options to which
the household is entitled. Documentation includes, but is not limited
to, the following:

1. The reason for withdrawal of an application, if the household
provides a reason and confirmation of the withdrawal. (Part
I.B.4.)

2. Details regarding refusal to cooperate. (Part II.C.)

3. The reason the agency grants or denies a request for a waiver to
the office interview. (Part II.E.)

4. The reason the EW considered information questionable and the

information used to resolve the questionable information. This
should include an evaluation of the household's actual expenses,
if allowing the utility or telephone standard causes the expenses
to exceed the income. This evaluation should address if there are
unreported sources of income or resources when the income is
insufficient to allow the household to meet its financial
obligations. (Part III.A.2.)
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5. The reason the EW considered an alternate source of verification

(a collateral contact or home visit) necessary. Note that in
verifying residency, a collateral contact is a primary source of
verification. (Part III.A.3.)

6. The reason the EW rejected a collateral contact and requested an
alternate or why the agency designated the collateral contact.
(Parts III.A.3 and III.B.)

7. A statement that the use of the standard utility allowance or
actual utility costs was a decision made by the household. (Part
X.AL)

8. Results of record/information systems reviews for pending
applications. (Part III.B.)

9. An explanation as to why the household could not reasonably verify
residency, e.g., the household has just recently arrived in the
locality. (Part IITI.A.l.a.)

10. Whenever the agency must verify earned income, the EW must verify
and document the rate and frequency of pay. The EW must determine

the payment cycle and document on what day(s) the client receives
pay and when the wages earned during a pay period are available.

11. The number of hours, period and place of employment or other
activity used to regain eligibility for the work requirement.
(Part XV.C.)

D. VERIFICATION AT RECERTIFICATION (7 CFR 273.2(f) (8))

At recertification, the agency must verify eligibility factors to
determine a household’s continued eligibility for food stamps and the
amount of benefits to which the household is eligible. In most
instances, the agency must verify only the elements that have changed
since the last verification. The agency must not verify unchanged
information unless the information is incomplete, inaccurate,
inconsistent or outdated. The agency must verify all eligibility
factors at least once in a 12-month period.

In addition to the verification requirements for recertification
applications, the EW must monitor all available information systems for
all household members as addressed in Part III.B.

Households must supply requested verifications to allow the EW to
anticipate income and expenses properly for the new certification
period. Generally, the EW must request information from the month
before the last month of certification. For households that file
recertification applications after the certification period ends or in
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the month before the last month of certification,

the EW must request

verification that reasonably will reflect the first month of the new

certification period.

The following chart lists items the EW must verify at recertification.

Verification at Recertification

Earned Income

Verify amount.

Unearned Income

Verify changes in the source or the
amount if changed by more than $25.

Medical Expenses for a Household
Member Who Is Eligible for Medical
Deductions

Verify any previously unreported or
recurring expenses 1f changed by
more than $25. Verify any expenses
reasonably expected to be incurred
in the certification period.

Actual Utility Expenses for
Households Opting to Use Actual
Expenses

Verify changes in the source or the
amount i1f changed by more than $25.

Dependent Care Costs

Verify changes in the source or the
amount i1f changed.

Shelter Costs Other Than Utilities.

Verify changes in the source or the
amount if changed.

Child Support Expense

Verify new obligation if the
obligation changed. Verify the
amount paid.

Work hours or other work activity
hours of an individual subject to
the work requirement who is not
receiving time-limited benefits
because of a work activity

Verify that the weekly average is
20 hours or more for the number of
hours an individual is working,
participating in a work program, or
involved in volunteer effort.
Verify that the number of hours
assigned for the FSET work
experience component is met.

In addition to the items above,
items:

the agency must address the following

¢ Change in alien status;

¢ Change in loans;

¢ Change in resources;

¢ Change affecting entitlement to utility and/or telephone standard;

¢ Identity of the person filing the recertification application if
this person's identity had not previously been verified;

¢ Change in residency;

¢ Newly obtained Social Security numbers

¢ Incomplete, inaccurate, inconsistent or outdated items; or

. Questionable information, as defined in Part III.A.2.
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E. VERIFICATION DURING THE CERTIFICATION PERIOD

The provisions of this chapter do not apply to verifications of changed
elements reported through the Interim Report. See Part XIV.B.2.c. The
verification requirements addressed here are not dependent on whether a
household is required to report the change. The agency must address
changes, as outlined in Part XIV.A.2, and may need to verify the
information regardless of whether the household is required to report
the change. See Part XIV.A.1l for reporting requirements.

1. Impact on the Benefit Level

During the certification period, households may need to verify
information if household circumstances change. For changed
information that is unrelated to the Interim Report, households
must verify elements that cause an allotment to increase. The
benefit amount for the first month after the change may reflect
the reported change without verification, if the verification is
unavailable.

The agency must obtain verification of the change before the
household can receive the second issuance of benefits that
reflects the change. TIf the household does not provide
verification within 10 days of the verification request, the
agency must change the allotment back to the original amount
certified before the change was entered. The agency does not have
to issue an advance notice if benefits revert to the original
level because of the lack of verification if the previous notice
so advised the household at the time of the increase.

For changes that result in a decrease in the amount of food stamp
benefits or that cause no change in the amount of food stamp
benefits, the agency must act on the change with or without
verification of the change. If the agency does not verify the
changed element at the time of handling the change, the agency
must verify the element in conjunction with processing the Interim
Report, if applicable, but not later than for the next
recertification.

2. Verification Requirements

The agency must verify the following elements if changes are

reported:
U Earned income. Verify the new amount.
. Unearned income if the source changed or the amount changed

by more than $25 since the last verification.
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o Number of hours worked or performed for a work activity for

persons subject to the work requirement.

. Voluntarily reported medical expenses if the amount changed
by more than $25 since the last verification. If the EW
learns of a change in medical expenses, from a source other
than the household, the EW must act on the change if the
expense is verified upon receipt and if the EW can make the
change without additional information or verification from
the household. 1If the change requires additional information
from the household, the EW may not act on the change during
the certification period.

. Shelter expenses, including actual utility expenses, if the
amount changed by more than $25 since the last verification.

U Dependent care expenses if the amount changed by more than
$25 since the last verification.

. The legal obligation to pay child support or the amount
actually paid.

In addition to verifying changed elements that may affect the

benefit amount, the agency must address other changes when changes
occur, but no later than at recertification, for elements such as:

° Residency

o Identity (if the person whose identity was verified is no
longer a household member)

° Immigrant status
. Liquid resources
U Money received that is reported as a loan

The agency must request verification for any changes where the
information provided is questionable, as defined in Part III.A.2,
or for information that is incomplete, inaccurate, inconsistent or
outdated. The local agency cannot require verification of other
changes, except as indicated here, but the agency may seek
clarification or explanations of the household's circumstances.

When attempts to verify mandated items are unsuccessful because
someone outside the household fails to cooperate with the
household or the local agency, the EW must determine the
information to be used for food stamp purposes based on the best
available information. The agency must explore alternate sources
of verification available.
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F. INCOME ELIGIBILITY VERIFICATION SYSTEM (IEVS) (7 CFR 273.2(f) (9))

The Income Eligibility Verification System (IEVS) provides information by
running matches of the client population against the files of other state
and federal agencies. These include:

- the Social Security Administration for earnings information
from the Benefit Exchange Earnings Records (BEERS);

- the Virginia Employment Commission for new hire information;
and

- the Internal Revenue Service for unearned income, such as
interest income (RES).

The purpose of the matches is to determine whether available information
is known to local social services departments.

Information from IEVS matches is considered unverified. Prior to taking
action to terminate, deny or reduce benefits, agencies must
independently verify the amount of the asset or income involved, and
whether the asset or income is or was accessible to the household.

The agency must obtain independent verification of information obtained
from IEVS by contacting the household and/or the appropriate source of
the income or resource. If the agency opts to contact the household, the
contact must be in writing, informing the household of the information
received, and requesting that the household respond within 10 days. If
the household fails to respond in a timely manner, the agency must send
an advance notice to terminate the case. The agency may contact the
appropriate source of the information. Once independent verification is
provided, either by the household or source, the agency must properly
notify the household of the action it intends to take and provide the
household with an opportunity to request a fair hearing prior to any
adverse action.
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SUGCGESTED CLI ENT LETTER ON SSN UPDATE

Case nunber
Case nane
Case address
Dat e

Dear

We have attenpted to verify the Social Security nunber for
t hrough an online systemfor the Social Security Adm nistration, (SSA)
Informati on fromthat system shows that the nunber you provided is not the
same as what we have in your public assistance/food stanmp record.

Pl ease take verification of your to the SSA
of fice nearest you to have this information corrected.

Pl ease have the representative at the SSA Ofice conplete the bottom of
this page to verify that you have conpleted this requirenent.

Return this formto the Department of Social Services by:

EWs Signature

To Be Conpleted By Social Security:

, has provided the Social Security
Admi ni stration with the information/docunentati on necessary to update the
records on this individual

Si gnature of SSA Representative

Dat e
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A. CERTIFICATION PERIODS (7 CFR 273.10(f))

The local agency must assign a certification period once the agency
determines that a household is eligible to participate in the Food
Stamp Program. A certification period is the period of time within
which a household is eligible to receive benefits. Certification
periods vary depending on the particular circumstances of the
individual household. No household may have a certification period of
more than twelve (12) months, except for households comprised of
elderly or disabled members as discussed in Section 2 below.

1. Assigning A Certification Period

All certification periods are based on calendar months. At
initial application and reapplication, the first month in the
certification period is normally the month of application. At
recertification, the first month in the certification period is
the month following the last month in the previous certification
period. The beginning date of the certification period will
generally be the filing date of the application for initial
applications, reapplications, and recertification applications
filed after the previous certification period expired.

The agency does not need to assign the same certification period
at each new certification. Rather, the agency must assign a
period for each household based on individual circumstances and
household characteristics at the time of consideration.

Eligibility for benefits will cease at the end of each
certification period. Participation may not continue beyond the
end of the certification period without a new determination of
eligibility. The household must receive written notification that
the benefit period is ending. The agency may use the Notice of
Expiration or the Notice of Action and Expiration for this purpose
depending on the length of the certification period and the timing
of the application approval. Time frames for providing the Notice
of Expiration for the end of the certification period are
described in Part IV.C.

2. Maximum Certification Periods

The maximum amount of time a household may have as a certification
period is dependent on a household’s circumstances as shown below.
The EW should assign a shorter period than listed if an applicant
household’s circumstances do not warrant the maximum period. The
EW must take into account anticipated changes or other factors
that may affect eligibility when setting the certification period.
The minimum certification period for all households will be one
month.
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The month when a household receives a partial month’s allotment or
receives no allotment because of proration will count toward the
allowable maximum period.

Period Household Characteristics

24 months ® Households in which all members are 60 years of age or
older or all members are disabled, as defined in
Definitions, may have a certification period up to 24
months as long as there is no earned income in the
household. These households must file an Interim
Report of their circumstances by the 12" month to
receive benefits for the final 12 months of the
certification period. See Part IV.C.8 and Part XIV.B.

12 months ® Households in which all adult members are 60 years of
age or older or all adult members are disabled, as
defined in Definitions, may have a certification
period up to 12 months as long as there is no earned
income in the household.

up to 6 monthse Households in which all members are homeless, as
defined in Definitions, may have a certification
period of up to six months depending on individual
household circumstances.

up to 6 months e Households in which at least one adult member meets
the definition of a migrant or seasonal farm worker,
as defined in Definitions, may have a certification
period of up to six months depending on individual
household circumstances.

6 months ® Households in which any member is eligible for time-
limited benefits through the Work Requirement may
receive benefits for no more than six months.
Benefits for the certification period will be allowed
as follows: one month of prorated benefits, if
appropriate, up to three months of time-limited
benefits and a varying number of months of special
exemption benefits. See Part XV for determining
eligibility for the Work Requirement.

5 months ® Households that receive Transitional Benefits for
former TANF recipients may receive frozen benefits for
five months. Note that ongoing households must have
their certification periods lengthened or shortened to
the five-month limit. See Parts XII.I and IV.D.3 for
a discussion of Transitional Benefits.

TRANSMITTAL #61


http://www.dss.virginia.gov/files/division/bp/fs/policy/manual/p14.pdf
http://www.localagency.dss.state.va.us/divisions/bp/files/fs/manual/p12.pdf
http://www.localagency.dss.state.va.us/divisions/bp/files/fs/manual/p15.pdf

VIRGINIA DEPARTMENT CERTIFICATION PERIODS/

OF SOCIAL SERVICES RECERTIFICATION
4/05 VOLUME V, PART IV, PAGE 3
12 months e All other households not addressed above must have a

certification period of 12 months and must file an
Interim Report of their circumstances by the sixth
month. See Part XIV.B.

The face-to-face interview must occur at least once every twelve
months for all households except the households given a 24-month
period. The agency may waive the in-office interview for
households on a case-by-case basis.

B. NOTICE OF ELIGIBILITY, DENIAL OR PENDING STATUS
(7 CFR 273.10(9g) (1))

Each household must receive a written decision made on its application
at initial application, recertification and reapplication. There are
three types of action that the agency may take on an application:

1. the agency may find the household eligible for benefits;
2. the agency may find household ineligible; or
3. the agency cannot determine the household’s eligibility

within the required time frame and the case remains pending.

The agency must send the Notice of Action to inform the household of
the disposition of its application, recertification or reapplication.
The agency may use the Notice of Action and Expiration to inform the
household of the approval of the application in the last month of
certification. The forms and instructions are in Part XXIV. The
agency must provide the Appeals and Fair Hearings pamphlet when it uses
computer-generated Notices of Action for denied applications.
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C. RECERTIFICATION

Each household may apply for recertification before the expiration of
the certification period in which it is currently participating.

The EW must base eligibility for recertification on circumstances
anticipated for the month following the expiration of the current
certification period. The same anticipated circumstances must be the
basis for the level of benefits for the recertification period.

The local agency must complete the application process if the household
meets all the requirements and finishes the necessary processing steps
in a timely manner, as defined in this chapter, and approve or deny
timely applications for recertification prior to the end of the
household's current certification period. The agency must provide
eligible households an opportunity to participate by the first of the
month following the end of its current certification period.

A household may not receive benefits beyond the end of its
certification period unless the household recertifies or unless the
agency opts to extend the certification period to match a TANF or
Medicaid review period. See Part IV.D for information and limitations
on lengthening certification periods.

The joint processing requirements of Part II.H.1l apply to
recertification applications. Expedited service processing provisions
of Part V apply to recertification applications filed during the month
after the previous certification period ends.

The remainder of this chapter describes the processing requirements for
recertification applications and the timeframes for each.

1. Notice of Expiration (7 CFR 273.14 (b))

The local agency must advise the household that the certification
period is about to expire and that a new application is necessary
to establish further entitlement. The agency must send the Notice
of Expiration form to notify households of the end of the
certification period. See Part XXIV for the form and
instructions.

Except as noted below, households must receive the Notice of
Expiration no later than the last day of the next to the last
month of the current certification period, but not earlier than
the first day of the next to the last month of the current
certification period. When the agency mails the Notice of
Expiration, allow two days for delivery in addition to the
postmark date. Regardless of when the agency assigns the
interview date, the recertification application will be timely if
the household files the application by the 15th calendar day of
the last month of certification.
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TANF or GR househol ds whose applications are jointly processed for
food stanps and TANF or GR benefits in accordance with Part I1.H. 1.,
need not receive a Notice of Expiration if they have already filed an
application for the PA redeternmination and recertification for Food
Stanps by the tinme the Notice of Expiration would have to be

provi ded.

If the agency approves an application in the last nonth of the
certification period, the agency nmust give (or nail, if the applicant
is not present) the Notice of Expiration to the household at the tine
of certification. These instances include households that the agency
certified only for the nonth of application and those that the agency
assigned a two-nmonth certification period only for including benefits
retroactive to the nonth of application. The household has 15

cal endar days fromthe date of the notice to file a tinely
application for recertification. The agency may use the Notice of
Action and Expiration in place of the Notice of Expiration and the
Notice of Action for these househol ds.

2. Tinely Application for Recertification (7 CFR 273.14(c))
Timely applications for recertification are:

a. Househol ds certified in the last nonth of the certification
peri od, have 15 cal endar days fromthe issuance of the Notice
of Expiration to file a tinely application for recertification.
This section applies to househol ds the agency certifies for the
mont h of application only or for a two-nmonth certification
period to include benefits retroactive to the nonth of
application.

Exanpl e

Date Application Filed: July 20

Date Certified and benefits issued and avail abl e:

August 12

Certification Period: July 20 to August 31

Date Notice of Expiration nmust be mail ed: August 12

Date Application nmust be filed in order for the household
to be assured of uninterrupted benefits: August 29
(August 12 plus 15 days plus 2 days for nmiling)

b. Applications filed by househol ds that subnitted conpleted
applications by the 15th day of the last nonth of the current
certification period are tinmely applications for
recertification.
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Any househol d that does not tinmely file its application for
recertification will lose its right to uninterrupted benefits. The
agency nust approve or deny the application by the 30th day after the
filing date as long as the household has at |east 10 days to provide
all needed verifications.

NOTE: For households entitled to file applications for
recertification at the SSA office under the provisions of

Part I1.H 2., the application filing date will be the date the SSA
receives the signed application.

3. Recertification Interviews (7 CFR 273.14(b)(3))

A househol d that receives a Notice of Expiration nmust attend an

i nterview schedul ed by the | ocal agency for a date that is on or
after a tinmely application date, to retain its right to uninterrupted
benefits. A face-to-face interview nust occur with all househol ds at
| east once every 12 nmonths except for househol ds assigned a 24-nonth
certification period. The interview the agency schedul es therefore
may be face-to-face, by tel ephone, or by a prearranged hone visit.

The agency nust schedule interviews for tinmely filed recertification
applications to allow households sufficient time (at |east 10 days)
to provide necessary verifications to protect the household s right
to uninterrupted benefits. However, an interviewis still timely if
the agency conducts it by the |last date the household can provide
necessary verifications in order to receive uninterrupted benefits.

The | ocal agency may schedule an interview for a date before the | ast
month of the certification period. The agency may not deny the
househol d, however, if the household has not yet filed an
application. The agency nay not deny the household if the household
fails to appear for the interview.

If the agency does not provide the interview date with the Notice of
Expiration, or by sonme other neans, before the household files its
recertification application, then the agency nmust schedul e an

i ntervi ew when the household files an application. |f the household
m sses this schedul ed interview, the agency nmust nail the Request for
Verification formto indicate that the household mnissed the
interview. |If the household does not reschedule the interview, the
agency nust deny the application at the end of the processing period.

If the agency schedules an interview on the Notice of Expiration, or
by sone other means, prior to receiving a tinmely application, the
agency nust take no other action if the household m sses that
interview. |f the household files a tinmely application, the agency
must schedul e another interview and give uninterrupted benefits as

Il ong as the househol d provides all necessary verifications before the
certification period expires.
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If the household files its application for recertification in a
tinmely manner, but due to its fault, is not interviewed in a tinely
manner, then the household will lose its right to uninterrupted
benefits. The agency nust take action on the application by the 30th
day fromthe day the application was filed as |ong as the household
has been given at |east 10 days to provide needed verifications.

For households that file untimely recertification applications, the
agency nust schedule interviews to allow households sufficient tinme
(at least 10 days) to provide necessary verifications by the 30-day
processi ng standard.

4, Time Franes for Providing Verification at Recertification
(7 CFR 273.14(b)(4))

The househol d nust provide any verifications necessary to process a
timely recertification application within 10 cal endar days of the
agency’s request or by the last day of the certification period,

whi chever is later. |[|f the household does not provide verification
tinmely, the household will lose its right to uninterrupted benefits.

The agency nust approve or deny the application by the 30th day after
the filing date as |long as the household has had at |east 10 days to
provide the verification requested.

5. Agency Action on Tinely Applications for Recertification
(7 CFR 273.14(d))

If a household filed a tinely application for recertification, in
accordance with Part |IV.C. 2., attended an interview, in accordance
with Part IV.C. 3. and provided all needed verifications within the
time franes given in Part 1V.C 4., the | ocal agency nust provide
uni nterrupted benefits to the househol d.

The tinme standards for providing uninterrupted benefits are as
fol | ows:

a. A househol d certified in the last month of its certification
period nust get notification of the eligibility or
ineligibility, and be provided an opportunity to participate no
|l ater than 30 cal endar days after the date the household had an
opportunity to obtain its last allotnent.

b. Any ot her househol d nmust have the Notice of Action to approve
or deny the case nmmiled by the last day of the current
certification period. An eligible household nust have an
opportunity to participate by the first day of the first nonth
of the new certification period.
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A household that files a tinely application, appears for a tinely
interview, but the agency does not deternine the household eligible
intinme to provide an opportunity to participate by the nornal
processi ng period because of the 10-day tinme frame for providing
verification, nmust have an opportunity to participate, if eligible,
within 5 working days after the household supplies the m ssing
verification. The agency may not prorate benefits if the household
provi des requested information within the 10-day peri od.

A household that submits a tinely application for recertification in
accordance with Part |IV.C 2., but the agency does not deternine
eligibility in enough tine to provide for issuance for uninterrupted
benefits, the agency must give the household an opportunity to
participate the next working day after determi ning the household
eligible. The household nust receive a full nmonth’s allotnment for
the first nonth of the new certification period.

6. Househol d Failure to Act (7CFR 273.14(e))

A household that submits a tinely application for recertification and
meets all other required processing steps nust have the right to
receive uninterrupted benefits, as defined in Part IV.C.5. A
househol d that fails to appear for an interview, however, in
accordance with Part 1V.C. 3., or to subnmit any required verifications
in accordance with Part 1V.C.4., will lose its right to uninterrupted
benefits, as long as the failures occur after the deadline for filing
a timely application as required in Part 1V.C. 2.

a. Failure to File a Tinely Application

A household that fails to file a tinely application for
recertification, but who files an application during the | ast
mont h of certification, must have an opportunity to participate
within 30 cal endar days after the application filing date, if
eligible. The local agency must deternine a household's
eligibility and allow at |east 10 days for the household to
provi de needed verification

The | ocal agency must assess a household's entitlenent to
expedi ted service processi ng whenever a household files an
application for recertification during the nonth after the
certification period expires. |If the household is eligible for
benefits, the |l ocal agency nust provide an opportunity to
participate within seven cal endar days of the application
filing date. |If the household is not entitled to expedited
processi ng, the agency nust determine eligibility and provide
benefits within 30 cal endar days.
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b. Failure to Attend an Interview

A household that submits a timely recertification
application but who is not interviewed timely has no
entitlement to uninterrupted benefits. The local agency
must, at a minimum, provide an eligible household with an
opportunity to participate within 30 calendar days after the
application filing date. The local agency must send the
Request for Verification/Missed Interview form if the
household misses the scheduled interview.

Example

A household files a timely recertification
application on January 14. The household misses
its scheduled interview set for the 14" so the EW
sends the Request for Verification/Missed
Interview form. The household asks for and
attends an interview on February 2. The agency
must act on the application by February 13, as
long as the household has had at least 10 days to
provide necessary verifications.

C. Failure to Provide Verification

If a household submits a timely recertification application
but submits required verifications untimely, the agency must
provide an opportunity to participate by the 30th day after
the application filing date. Untimely means that the
household did not provided the information within 10 days of
the request date or by the last day of the certification
period, whichever is later.

Example

A household files a timely application for
recertification on the 12th of the month and attends
its interview the same day. The household provides
all needed verifications by the 25th. The agency must
provide uninterrupted benefits to the household since
the household met all the timeliness standards.

If the household does not provide needed verifications
until the second of the following month, the agency
must act by the 12th of the following month (30 days
after the application filing date).
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7. FEarly Filing of Recertifications

If a household files an application for recertification more than
two calendar months before the end of the current certification
period, the agency must deny the application as a duplicate
application on file. If the household files the application so that
the 30th day following the filing is before the end of the current
certification period, the agency must extend the processing time for
the case from 30 days to the end of the current certification
period.

8. Mandatory Review of Eligibility for 24-Month Certification Periods

A review of eligibility for households certified up to 24 months
must occur during the certification period. The review must take
place anytime a case has a certification period that is over 12
months. The agency must conduct a review of the household’s
eligibility during the eleventh month of certification.

The Virginia Department of Social Services will send households an
Interim Report form to complete the review. The EW must note the
frequency for sending the Interim Report in ADAPT to initiate the
review process.

The EW must assess the returned Interim Report form for completeness
and must use the information submitted on the report to determine
the household’s eligibility. If the household fails to submit a
completed Interim Report or to submit required verification or
information, the household’s case will automatically close at the
end of the 13™ month of the certification period unless the EW takes
action to close the case earlier based on the information presented
on the Interim Report. In addition, ADAPT will suspend benefits for
the 13*™ month to ensure completion of the interim review. See Part
XIV.B for a discussion of the Interim Report process.

D. CHANGING THE LENGTH OF THE CERTIFICATION PERIOD

1. Shortening Certification Periods

Once the agency determines a household eligible for benefits, the
agency must establish the number of months the household may receive
benefits before the household must file another application and have
the eligibility process begin again. A certification may range from
one month to 24 months in length. Once the agency establishes the
certification period, the agency may not shorten the period to
initiate the recertification period. The agency may shorten the
certification period only for households due Transitional Benefits.
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If the agency determines that the household is not eligible for
benefits because of changed circumstances, the agency must send an
adverse action notice (Notice of Action or Advance Notice of
Proposed Action) to close the case. If the agency is unable to
determine the household's eligibility because of suspected changes
in the household's circumstances, the agency must send the household
the Request for Verification/Missed Interview to request information
from the household. The household will have ten days to respond to
the agency request for contact and submission of information.

The agency must send an adverse action notice to terminate benefits
if the household does not respond timely or completely to the
notice. If the household responds timely and completely and the
response causes the household to be eligible for a lesser amount of
benefits, the agency must send an adverse action notice to reduce

the benefits. See Part XIV.A for other information on handling
changes.
2. Lengthening Certification Periods

At its option, the local agency may lengthen a household's
certification period to align the food stamp certification period
with the review period established for the Medicaid or TANF
Programs. The original period and the extended period together may
not exceed the 24- or 12-month limits as addressed in Part IV.A.Z2.
The agency must send the household a Notice of Action to advise of
the revised certification period.

3. Adjusting Certification Periods for Transitional Benefits

In most instances, when a household’s TANF grant terminates, the EW
must switch the household’s food stamp eligibility to the
Transitional Benefits component. A household may receive
Transitional Benefits for a maximum of five months. The EW must
shorten the certification period so that the original certification
period will expire at the end of five months if more than five
months remain in the original period at the time of the conversion.
If there are fewer than five months left in the original
certification period at the time of the conversion to Transitional
Benefits, the EW must lengthen the certification period to allow for
a five-month period. The EW must use the Notice of Action to notify
the household of the reassigned certification period and the amount
of the benefits at the time of the conversion to Transitional
Benefits. See Part XII.I.
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A ENTI TLEMENT TO EXPEDI TED SERVI CE (7 CFR 273.2(1) (1))

The follow ng households are entitled to expedited services:

1. Househol ds with less than $150 in nonthly gross incone,
provided their liquid resources (e.g. cash on hand, checking
and savi ngs accounts, savings certificates, and lunmp sum
paynments as described in Part I X C.) do not exceed $100;

2. M grant or seasonal farmmrker househol ds who are destitute, as
defined in Part V.F., provided their liquid resources do not
exceed $100;

3. Househol ds whose conbi ned nonthly gross incone and liquid
resources are less than the household's incurred nonthly rent
or nortgage, and utilities, regardless of how or if the
househol d pays the expenses. |If the household indicates it
incurs separate heating or cooling costs or that it receives
Low I ncone Honme Energy Assi stance Program benefits, the agency
may use the utility standard, unless the househol d chooses to
use actual costs.

Exenpt ed resources and excl uded i ncome are not considered in making

the expedited determ nation. The penalty PA income for nonconpliance

and inconme that has been averaged, such as self-enploynment, contract,
etc., nust be counted however.

Expedited services processing will apply at initial application,

reapplication or for households that file recertification

applications during the nonth after the certification period expires.
B. | DENTI FYI NG HOUSEHOLDS NEEDI NG EXPEDI TED SERVI CE

The | ocal agency nust design its application procedures to identify
househol ds eligible for expedited service once the household files an
application. The agency mnmust designate personnel to be responsible
for screening applicants as they contact the agency to request
assistance or to be responsible for reviewi ng applications for
entitlement if the applicant is not in the agency to allow the
screening. |If the applicant is not in the agency and the applicant
failed to conplete the application sufficiently for the agency to
screen successfully, the agency must attenpt to contact the household
by tel ephone, if a number is on the application

If the local agency discovers that a household is entitled to
expedited service after the initial screening failed to identify
entitlement, the |l ocal agency nust provide expedited service to the
househol d within the processing standards described in Part V.C

The | ocal agency may use the Expedited Service Checklist in Part
XXI'V, Forns, to carry out the screening function
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C. PROCESSI NG STANDARDS (7 CFR 273.2(i)(3)(i))

For households entitled to expedited service, except those househol ds
entitled to a waiver of the office interview, the |ocal agency nmust nake
food stanp benefits available to the household no | ater than seven cal endar
days after the application filing date. For residents of public
institutions who apply for SSI and food stanp benefits before rel ease from
the institution, the food stanp application filing date is the date the
applicant is released fromthe institution. Eligible households that apply
after the 15'" day of the nonth nust also receive benefits for the nonth
followi ng the nonth of application by the seventh day.

I f the agency discovers that a household is entitled to expedited service
at any time during the seven-day period after the application date, the
agency nust provide the benefits by the seventh day of the application. |If
t he agency makes the expedited entitlement discovery after the seventh day
of the application date, the agency nmust provide benefits within seven

cal endar days of the discovery date.

El i gi bl e househol ds that provide all infornmation needed to process the
expedi ted application within seven cal endar days follow ng the date of
application are entitled to receive benefits within seven cal endar days
followi ng the date of application. |If the household provides the
information after the seventh day followi ng the date of application, the
agency has seven cal endar days to process the application, beginning with
the date the household provides the information. 1f the household does not
provi de requested informati on by the 30th day, the agency nust send the
househol d a notice to extend the processing of the case for an additiona
30 days. The agency nust informthe household of the normal verification
standards that the household nust now neet in order to deternmnne
eligibility. Procedures for verifying information used to deterni ne
eligibility are in Part V.D

Qut-of -Office Interviews (7 CFR 273.2(i)(3)(iii))

If a household is entitled to expedited service and is also entitled to a
wai ver of the office interview under the provisions in Part Il.D., the

| ocal agency nust conduct the interview (unless the household cannot be
reached) and conplete the application process within the expedited service
st andards.

The first day of the processing standard count is the cal endar day
followi ng the application filing. |If the |ocal agency conducts a tel ephone
interview and must nmail the application to the household for signature, the
expedi ted standards will not include any mailing tine involved. Miling
time will only include the days the application is in the mail to and from
the household and the days the application is in the household' s possession
pendi ng signature and nmailing.
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Exanpl e

A househol d qualifying for an out-of-office interview nails an
application reporting no income and no resources. The |oca
agency receives the application on Thursday, Decenber 2. The
| ocal agency conducts a tel ephone interview on Mnday,

Decenber 6, conpletes the remai nder of the application, and
verifies the identity of the household through a collatera
contact. That sane day, EWnmails the application back to the
client to be signed again. The agency receives the resigned
application on Monday, Decenber 13. The agency nust provide
the household with its EBT card and have benefits posted by
Friday, Decenmber 17. The period Monday, Decenber 6 through
Monday, Decenber 13, inclusive, is considered mailing tinme and
does not count in determ ning the expedited processing

st andar d.

D. VERI FI CATI ON PROCEDURES FOR EXPEDI TED SERVI CE (7 CFR 273.2(i)
(4)(i); 273.2(i) (4 (ii))

To expedite the certification process, the | ocal agency nust postpone al
verifications required by Part II1l1.A , except the identity of the
applicant, if the agency is unable to obtain the verifications within the
al | owabl e processing tinme. The agency may verify the identity of the
applicant through a collateral contact or readily avail abl e docunentary
evidence. 1In addition, if the agency is unable to conduct the
certification interview within the processing time and an eligibility
determ nati on and all otment cal cul ati on can be nmade based on the
application or screening process, the agency nust postpone the interview.

The agency nust nmake all reasonable efforts to verify the household's

resi dence, incone and liquid assets statenment (including a statenment that
t he househol d has no inconme) and all other mandatory verifications within
t he expedited processing standards, through collateral contacts or readily
avail abl e docunentary evidence before certification. The agency nmmy not
del ay benefits beyond the expedited processing standards, however, solely
because these eligibility factors have not been verifi ed.

The | ocal agency should attenpt to obtain as much additional verification
as possible, but should not delay the certification of households entitled
to expedited service for the full expedited processing period when the

| ocal agency has determined that it is unlikely that other verification can
be obtained within this period.
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The applicant nust register for enployment in accordance with Part VIII.A.,

unl ess exenpt or unless an authorized representative applies on the
househol d’ s behal f. The | ocal agency nay attenpt to regi ster other
househol d nmenbers but must postpone the registration of other househol d
menbers if it cannot be acconplished within the expedited processing
peri od.

Once the household has supplied the nane of an acceptable collatera

contact or has asked the local agency for assistance in locating such a
contact, the agency shall pronmptly contact the collateral contact or

ot herwi se assist the household in obtaining the necessary verification. |If
the household is unable to provide docunentary evidence or the nane of a
collateral contact, the EWnust assist the household in obtaining suitable
verification.

Househol ds entitled to expedited service nmust furnish a social security
number for each person or apply for one for each person by the postponed
verification deadline. Household nenbers who are unable to provide the
required social security nunber or who do not have one prior to the
verification deadline may continue to participate only if they satisfy the
good cause requirenents with respect to social security nunber policy
specified in Part VII.G 4.

Once the applicant verifies identity and the applicant registers for work,
if appropriate, the agency nust not delay benefits beyond the delivery
standard defined in Part V.C

E. CERTI FI CATI ON PROCEDURES FOR EXPEDI TED SERVI CE (7 CFR 273.2(i)(4)
(iii)

Househol ds that are certified on an expedited basis and that have provided
all necessary verifications as required must have a normal certification
period. The length of the certification period and benefit delivery date
is determ ned by the application date.

1. If verification was postponed, and the application was filed on the
1st through the 15th of the nmonth, the |ocal agency may certify the
househol d for the month of application only; or assign a nornal
certification period to those househol ds whose circunmstances woul d
otherwi se warrant a longer certification period. |In either case,
however, benefits may not continue past the nonth of application if
verification continues to be postponed, even if the household is not
entitled to an allotnent for the nmonth of application because
benefits prorated to | ess than $10.

If certified only for the nonth of application, the | ocal agency nust
send the Notice of Expiration in accordance with the provisions of
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Part IV.C. The household rmust reapply and conplete the verification

requi renents that were postponed. |If a certification period of
| onger than one nmonth is assigned, the |local agency nust notify the
household in witing that no further benefits will be issued unti

t he postponed verification is conpleted. The notice nust also

i nclude information that the household nmust provide the postponed
verification by the 30th day follow ng the date of application or the
househol d's case will be cl osed.

Additionally, the notice nust advise the household that if
verification results in changes in the household's eligibility or
| evel of benefits, the | ocal agency shall act on those changes

wi t hout an advance noti ce.

In instances when the household is not entitled to an allotnment for
the nonth of application, a determination of ineligibility nmust be
made and the denial notice sent within seven days of the application

date. If an eligibility determ nation can be nmade for the nonth
followi ng the nonth of application, that determ nation nust also be
made within seven days. |If eligible, benefits for the nonth

followi ng the nonth of application nust be issued by the nornal
i ssuance cycle however; verifications nust be obtained before
benefits nmay be issued.

2. The agency nust certify a household that applies on or after the 16th
day of the nonth for at |least the nonth of application and the next
mont h or assigned a |longer certification period, if circunstances
warrant it. The agency nust issue prorated benefits to the househol d
for the nonth of application and the second month's full benefit
within the expedited processing tinme if the household is eligible to
recei ve benefits. The household nust receive benefits for the second
nmonth at the tine of certification regardl ess of whether
verifications have been postponed.

The househol d nmust submit postponed verifications no later than the

| ast day of the nmonth followi ng the nonth of application. The agency
must notify the household in witing that the case will be closed if
t he househol d does not conpl ete postponed verification by the end of
the second nonth. The househol d nust receive benefits for the third
month by the first day of the nonth, or by the seventh working day,
whi chever is greater.

In instances when the household is not entitled to benefits for the
mont h of application, the household nmust receive benefits for the
month followi ng the month of application, if eligible, within seven
days of the application date.

3. There is no limt to the nunber of tinmes a household can be certified
under expedited procedures, as long as, prior to each expedited

TRANSM TTAL #53


http://www.localagency.dss.state.va.us/divisions/bp/files/fs/manual/p04.pdf

VI RG NI A DEPARTMENT
OF SOCI AL SERVI CES EXPEDI TED SERVI CES

7/ 02 VOLUME V, PART V, PAGE 6

certification, the household either conpletes the verification

requi renents that were postponed at the |ast expedited certification;
or, was certified under normal processing standards since the | ast
expedi ted certification.

A househol d nust reapply if the agency closes the case because of the
househol d's failure to provide postponed verifications within the 30
days allowed. |If the agency is aware that this is a second expedited
application, the household will have seven days follow ng the
application date to provide the postponed verifications fromthe
prior application regardless of how long it has been since the prior
application. |If the household does not provide verifications wthin
the seven days, then the agency nust process the reapplication under
nor mal processing gui delines.

The second application must have the sane case name as the first
expedi ted application for which the verifications were postponed. |If
the second application is filed in another locality, then the
househol d may provide the postponed verification to either locality.

A househol d that requests, but is not entitled to, expedited service,
must have the application processed according to nornmal standards.

F. DESTI TUTE M GRANT OR SEASONAL FARMAORKER HOUSEHOLDS (7 CFR
273.10(e) (3))

M grant or seasonal farmmrker households may have little or no i ncone at
the tinme of application and nmay be in need of i mediate food assistance,
even though they receive income at sone other tinme during the nonth of
application. The |local agency nmust use the follow ng procedures to
det er mi ne when households in these circunstances may be consi dered
destitute and, therefore, entitled to expedited service and special incone
cal cul ati on procedures:

1. Househol ds will be considered destitute and nust be provided
expedi ted service when the only inconme for the nonth of application
was:
a. received prior to the date of application; and,
b. was froma term nated source

For m grant workers, the grower, corporation or company is considered
the source of income. The crew |eader is not considered the source
of income. A mgrant who noves from one grower, corporation or
conmpany is considered to have noved froma term nated i ncome source
to a new source. A change of crops, unless it involves a change in
growers, is not considered a new source of incone.
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If income is received on a nonthly or nmore frequent basis, it shal
be considered as coning froma term nated source if it will not be
received again fromthe sane source during the bal ance of the nmonth
of application or during the foll ow ng nonth.

If income is normally received | ess often than nonthly, however, the
nonrecei pt of income fromthe sane source in the bal ance of the nmonth
of application or in the following nmonth is inappropriate to use as a
guideline to determ ne whether or not the income is terminated. For
househol ds that normally receive inconme |ess often than nonthly, the
i ncome shall be considered as coning froma term nated source if it
will not be received in the month in which the next payment woul d
normal |y be received.

2. Househol ds whose only inconme for the nonth of application is froma
new source shall be considered destitute and shall be provided
expedi ted service if income of nore than $25 from the new source will
not be received by the 10th cal endar day after the date of
application. These households may expect to start receiving incone
froma new job.

I ncone which is normally received on a nmonthly or nore frequent basis
shall be considered to be froma new source if incone of nore than
$25 has not been received fromthat source within 30 days prior to
the date the application was fil ed.

If income is normally received | ess often than nonthly, however, it
shall be considered to be froma new source if inconme of nore than
$25 was not received within the last normal interval between

paynments.

3. Househol ds may receive both income froma terminated source prior to
the date of application, and incone froma new source after the date
of application. They will still be destitute if:

a. they receive no other income in the nonth of application; and,
b. i ncone of nore than $25 fromthe new source will not be

received by the 10th day after the date of application

4, Destitute migrant or seasonal farmamrker househol ds shall have their
eligibility and | evel of benefits cal culated for the nonth of
application by considering only income which is received between the
first of the nonth and the date of application. Any inconme froma
new source that is anticipated after the day of application shall be
di sregar ded.
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Somre enpl oyers provide travel advances to cover the travel costs of
new enpl oyees who rmust journey to the location of their new
enployment. To the extent that these paynents are excluded as

rei mbursenents, receipt of travel advances will not affect the
determ nati on of when a household is destitute. However, if the
travel advance is, by witten contract, an advance on wages that wll
be subtracted from wages | ater earned by the enpl oyee, rather than a
rei mbhursenent, the wage advance shall count as incone. Nevertheless,
the recei pt of a wage advance for the travel costs of a new enpl oyee
shall not affect the deternmi nation of whether subsequent paynents
fromthe enployer are froma new source of income, nor whether a
househol d shall be considered destitute.

Exanpl e

If a household applies on May 10, has received a $50 wage
advance for travel fromits new enployer on May 1, which by
written contract is an advance on wages, but will not start
receiving any other wages fromthe enployer until My 30, the
househol d shall be considered destitute. The May 30 paynent
shall be disregarded, but the wage advance received prior to
the date of application shall be counted as incone.

A househol d's source of income is its enployer. The migrant
farmwrker's source of inconme shall be considered to be the grower
for whomthe mgrant is working at a particular point in time, and
not the crew chief. A migrant who travels with the same crew chi ef
but nmoves from one grower to another grower shall be considered to
have noved from a terninated source of income to a new source of

i ncone.
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A. THE HOUSEHOLD CONCEPT

The Eligibility Worker must determine the composition of the food stamp
household. This chapter describes those who do or do not qualify as
household members, and the designation of head of household. For the
month of application, the household membership as of the day of
application is evaluated, including those persons frequently away from
home who are included in the household under the provisions of Part
VI.A.6.

No one is permitted to receive food stamps as a part of more than one
household in the same month, except for residents of a shelter for
battered women and children who were members of a household containing
the person who had abused them.

1. General Criteria (7 CFR 273.1(a))

A household is composed of one of the following individuals or
groups of individuals, provided they are not residents of an
institution, except as specified in Part VII.C., or are not
boarders, except as specified in Part VI.B:

a. An individual living alone.

b. An individual living with others who customarily purchases
and prepares food for home consumption separate and apart
from the others.

If an individual has insufficient income and resources to
contribute to the purchase of food, certify the individual
as a separate household if the individual intends to
purchase and prepare food separately, if eligible for food
stamp benefits.

C. A group of individuals living together for whom food is
customarily purchased in common and for whom meals are
customarily prepared from this food supply by or for all
members of the group for home consumption.

Unless there is evidence that contradicts a household's statement,
accept the household's word on which household members customarily
purchase and prepare meals together, and which members constitute
the household for food stamp purposes. Contradictions could
include situations where an individual living with others claims
to purchase and prepare food apart from the others, but previously
the person had been part of the household of the others.
Verification in this type of situation can consist of a signed
statement from the applicant and a responsible member of the other
household attesting to the separate eating arrangements.
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In cases of those without sufficient income and resources who state
their intent to purchase and prepare food separate from others in
the home after certification, a signed statement can be obtained at
recertification to verify that the intended separation took place,
if the information is questionable.

2. Required Household Members (7CFR 273.1(a) (2))

The following individuals living with others or groups of
individuals living together shall be considered as one food stamp
household, even if they do not customarily purchase food and prepare
meals together:

a. A spouse of a member of the household. Spouse refers to
either of two individuals who would be defined as married to
each other under applicable state law, or are living together
and are holding themselves out to the community as husband and
wife by representing themselves as such to relatives, friends,
neighbors, or tradespeople.

b. Children under 18 years of age who are under the parental
control of an adult household member other than their parents.
For the purpose of this provision, children must be
financially or otherwise dependent on a household member.
Parental control will be assumed to exist if an adult
household member has legal custody of a child.

C. Children 21 years of age or younger who live with natural or
adoptive parents, unless parental rights have been terminated,
or stepparents, unless ties have been severed through divorce.

In the event a child lives in the home with an adult who has
parental control (b) and a parent (c), only one food stamp household

will exist.

3. Children in Foster Care

Households containing children in foster care have the option of
including foster children as part of the household or excluding
them. This option takes precedence over other guidelines for
determining household composition. If the child is not included as
a member of the foster family's food stamp household however, the
foster child may be considered a food stamp household member of any
other household in which the individual lives. A foster care
service plan must exist which allows the child to be a part of
another household on a temporary basis, such as a plan which allows
weekend visits to the home of the biological parents or prior
custodian.

The foster care payment will be counted as income to the foster
household if the household elects to count the foster child as a

member of the household for food stamps. The payment is excluded as
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income if the foster family does not include the foster child in
its request for food stamp benefits. If the foster child is
included in any other food stamp household, only direct payments
from the foster care grant from the foster family to the child or
other food stamp household would count as income to that
household.

A child in foster care and residing with others may not be
considered as a separate food stamp household. Foster children
may only participate in the Food Stamp Program as a part of
another household in which they live. The restrictions described
in this section do not apply to persons assigned to the
Independent Living Program.

4. Special Consideration for Elderly and Disabled People (7 CFR
273.1(a) (2) (11))

Although a group of individuals living together and purchasing and
preparing meals together constitutes a single household under the
provision of Part VI.A.l.c, an otherwise eligible member of such a
household who is 60 years of age or older, (as well as the spouse
of such an individual and children under the age of 18 for whom
parental control is exercised) who is unable to purchase and
prepare meals because he or she suffers from a disability
considered permanent under the Social Security Act or suffers from
a non-disease-related, severe, permanent disability may be a
separate household. However, the gross income of the remaining
household members cannot exceed the following amounts (165% of the
Federal Poverty Income Guidelines) :

Household Size 165% Limit Household Size 165% Limit

1 $1,316 6 $3,558
2 1,765 7 4,006
3 2,213 8 4,454
4 2,661 each additional

5 3,109 members +$449

Do not count the income of the elderly, disabled person and his or
her spouse for this calculation. The elderly, disabled person is
responsible for obtaining the cooperation of the other individuals
in providing necessary income information to the local agency.

The key factor in determining whether or not a disability would
qualify a household for separate status under this provision is
inability to purchase and prepare meals. In the majority of
cases, someone with a disability considered permanent under the
Social Security Act could be assumed to be incapable of purchasing
and preparing meals. However, because the assessment of
disability under the Social Security Act, as well as other
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disability programs, 1is based on an inability to work, eligibility
workers should not, in every case, automatically assume the
disability constitutes an inability to purchase and prepare meals.

No specific verification is required if it is obvious to the EW that
the person in question could not purchase and prepare his or her own
meals; however, when the inability to purchase and prepare meals is
not obvious to the EW, the EW should request a statement from a
physician that the person is unable to purchase and prepare his or
her meals.

5. Residing Together Determinations

In some situations it may become difficult to determine whether
persons required to participate together actually reside together.
Factors to consider in determining whether persons reside together
include, but are not necessarily limited to, the following:

a. If the persons live in separate, identifiable units, separate
households probably exist;

b. If the persons share common facilities such as a kitchen and/or
a bathroom, separate households probably do not exist; and,

c. If the dwelling is constructed as a single-family home,
separate households probably do not exist. If the dwelling is
constructed as a multi-family structure (e.g., a duplex,
apartment building), separate households exist, in all

likelihood.
Examples
1) A 20-year-old woman lives in two rooms in her parents'
basement. She has a bed, sofa, refrigerator, hotplate,

etc., but uses the kitchen and bathroom in her parents'
home. All persons must participate together since this
is a single-family dwelling and common facilities are
shared.

2) Individuals live together in the same house. One person
lives in an apartment in the basement. The apartment
contains a kitchenette and bathroom along with other
living space. Since the apartment is a separate,
identifiable dwelling unit, the individuals are not
considered as living together.

3) Individuals live in separate rooms in a hotel, but must
share a bathroom down the hall. Since they live in
separate, identifiable units, they are not required to
participate together even though they share common
facilities.
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These types of situations require careful case-by-case evaluation,
and the EW must take care not to impose rigid guidelines, such as
requiring a separate unit to have a kitchen, or requiring separate
units within one dwelling to have separate entrances. Document how
the decision to consider persons residing together or not was
determined in these types of situations.

Household Membership of Those Frequently Away From Home

In those situations where an individual is frequently away from
home and it becomes questionable as to his/her household
membership, the EW will use the following guidelines to determine
household membership:

a. If the individual spends at least 15 days per month in the
home and he/she otherwise meets the definition of a household
member, consider the individual a household member.

b. If the individual spends less than 15 days per month in the
home, is not certified for food stamps elsewhere and is the
spouse of a household member, and he/she otherwise meets the
definition of a household member, consider that individual a
household member.

c. If the individual spends less than 15 days per month in the
home, is not certified for food stamps elsewhere and is not
the spouse of a household member, the applicant is to be
given the option of considering the individual as part of the
applicant's household, provided the individual otherwise
meets the definition of a household member.

If the applicant opts not to include the individual frequently
away, that individual may only participate as a separate household
living at that address if he/she does not meet the relationship
criteria to another member of the household as described in Part
VI.A.2.cC.

BOARDERS (7 CFR 273.1(c))

Those Eligible to Participate

An individual residing with a household and paying reasonable
compensation to the household for lodging and meals is considered a
boarder.

Boarders in commercial boarding houses are ineligible to participate

in

the Program. A commercial boarding house is an establishment

licensed as a commercial enterprise that offers meals and lodging for
compensation. A commercial establishment, located in an area without
licensing requirements, that offers meals and lodging for compensation
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with the intention of making a profit shall also be classified as
a commercial boarding house. The number of boarders residing in
the house is not a determining factor.

Other boarders are ineligible to participate in the program
independent of the household providing the board. They may
participate as members of the household providing the board at
that household's request. If boarders are excluded, their income
and resources shall not be considered available to the household
providing the board.

The household with which the boarder resides (including the
household of the proprietor of a boarding house) may participate
in the Program, if they meet all the eligibility requirements for
participation.

2. Making Boarder Determinations

If an applicant household identifies any individual in the
household as a boarder, apply the following conditions to
determine if boarder status shall be granted. Boarder status
shall not be granted to any of the following:

a. The spouse of a member of the household;

b. Children under 18 years of age under parental control of a
member of the household;

C. Children under 22 years of age living with their natural,
step- or adoptive parents as long as parental rights have
not been terminated or severed through divorce;

d. Persons paying less than a reasonable monthly payment for
meals.
1) An individual furnished both meals and lodging but

paying less compensation than a reasonable amount,
will be considered a member of the household which
provides the meals and lodging.

Only direct money payments (cash, check, money order)
which are made to the household shall be used in
making this evaluation. In no event shall food stamps
be paid for meals and be credited toward the monthly
payment. If payment for meals alone cannot be
distinguished from payment for lodging and meals, the
full payment amount will be used to make the
determination.

2) A reasonable monthly payment shall equal or exceed the
following amounts if the boarder takes two meals or
less per day in the home.
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No. of boarders Minimum monthly payment
being considered (This is two-thirds of the
as a separate maximum coupon allotment,
household rounded down to the nearest

whole dollar amount, for
each household size indicated.)

$ 101
185
266
337
400
481
532
608

oJdJoUuld WN -

3) A reasonable monthly payment is equal to or will
exceed the following amounts if the boarder takes more
than two meals per day in the home.

No. of boarders Minimum monthly payment
being considered (This is the maximum coupon
as a separate allotment for each household
household size indicated.)

1 $ 152

2 278

3 399

4 506

5 601

6 722

7 798

8 912

If a single board payment is made for more than one boarder, all
boarders for whom the payment is made are to be considered as a
single household.

Example

A mother and daughter are boarding with another household.
The mother pays board to the landlord for herself and her
daughter. The mother and daughter are considered as one
household if their board payment is equal to or greater than
the required minimum monthly payment.

In instances where an individual is furnished only meals (lodging

is not provided), the individual is considered a member of the
household where most of the meals are taken, not as a boarder.
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If the status is questionable, boarder status may be verified by
obtaining a signed statement from the boarder and the person to
whom the board is paid, attesting to the arrangement and the
compensation provided.

C. NONHOUSEHOLD MEMBERS (7 CFR 273.1 (b))

1. The following individuals residing with the household will not be
considered household members in determining eligibility or the
benefit allotment.

a. Roomers: 1Individuals to whom a household furnishes lodging,
but not meals, for compensation.

b. Boarders: Those who meet the boarder definition as given in
Part VI.B.

C. Live-in attendants: Individuals who reside with a household
to provide medical, housekeeping, childcare, or other
similar personal services. To “reside with the household”
means that the individual takes a majority of his meals in
the home. Dependents of a live-in attendant will be
considered as members of the live-in attendant's household.
A person cannot be a live-in attendant in his own home.

d. Ineligible students: Students who are 18 years of age or
older and enrolled at least half-time in an institution of
higher education who fail to meet the special eligibility
criteria set forth in Part VII.E.

e. Other individuals who share living quarters with the
household but who do not customarily purchase food and
prepare meals with the household.

Example

The applicant household shares a house with another
family to save on rent. The two groups do not
purchase and prepare food together. The members of
the other family are not members of the applicant's
household.

f. Children in foster care that the household has opted to
exclude from the food stamp unit.

Roomers, live-in attendants and individuals who share living
quarters may participate as separate households, if otherwise
eligible. 1Ineligible students, boarders, and individuals in
foster care cannot participate as separate households.
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Nonhousehold member status will not be granted to roomers, boarders,
live-in attendants, or other individuals who meet the relationship
criteria of Part VI.A.1l of this manual, merely because of their
roomer, boarder, or live-in attendant status.

2. The following individuals residing with the household will be excluded
from the household when determining the household's size for the
purposes of assigning a benefit level to the household or of comparing
the household's monthly income with the income eligibility standards.
The income and resources of these excluded members, however, will be
considered available to the remaining household members in accordance
with Part XII.E. These persons may not participate in the Food Stamp
Program as separate households.

a. Ineligible Aliens: Individuals who do not meet the citizenship
requirement or hold eligible alien status (Part VII).

b. SSN Disqualified: 1Individuals disqualified for failure to
provide a Social Security Number (Part VII).

C. Fraud Disqualified: Individuals found guilty of committing an
intentional program violation against the Food Stamp Program by
a court of law or an Administrative Disqualification Hearing
(ADH) , or individuals who signed waivers to an ADH (Part XVII).

d. Individuals disqualified for noncompliance with employment
program requirements (Part VIII).

e. Individuals who are fleeing prosecution of felony offenses or
imprisonment for felony convictions, or persons who are
violating conditions of probation or parole. Individuals must

have knowledge of an outstanding warrant in order to consider
them “fleeing.” 1Individuals must have an opportunity to
document that they have satisfied the warrant.

£. Individuals convicted in federal or state court of felony
offenses that occurred after August 22, 1996, related to the
distribution of a controlled substance.

Individuals similarly convicted of offenses for possession or
use of a controlled substance will not be disqualified if they
are complying or have complied with periodic screenings,
treatment programs, or other obligations assigned by the court.
The client’s statement will be used to document compliance with
the assigned activities.

g. Individuals who receive benefits for a three-month period and

who subsequently fail to regain eligibility under the Work
Requirement (Part XV).
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D. HEAD OF HOUSEHOLD (7 CFR 273.1(d))

The head of the household is designated when applications are
filed, whether at initial application, reapplication or
recertification. The designation of the head will be made either
by the household or by the local agency. Under certain
circumstances as described in Part VI.D.3, the head will be
defined as the principal wage earner. Whether designated by the
household or by the agency, the head must be identified in the
case file at the time of certification or household change.

Other than sanctions for violations described in Part VI.D.3, no
special requirements are to be imposed on the household or its
head. The agency may not, for example, require that the head
appear at the certification office to apply for benefits rather
than another responsible household member.

1. Household Designation

Whenever an application is filed, the household may identify
on the application a household member to be the head.
Households with parent-child combinations may also designate
the head whenever there is a change to the household's
composition. The person selected as the head must be
included on the Notice of Action at the time of
certification or household composition change.

The household may select as head a household member who is
an adult parent of children living in the household, an
adult who has parental control of a minor child living in
the household, or any other adult member. For an adult
parent to be selected, there must be at least one natural,
step-, or adopted child of any age in the food stamp
household unit with an adult parent. For an adult with
parental control to be selected, there must be at least one
child under 18 years of age who is supervised or otherwise
dependent on an adult living in the food stamp household.

2. Agency Designation

If households fail to designate the head by the 30th day for
new applications or reapplications or by the verification
deadline for recertification applications, the local agency
shall determine the head. The agency must also designate
the head if the household's adult members do not agree with
the selection made by the applicant.

The designation by the agency will remain in effect through
the certification period or until the head leaves the

household.
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3. Princi pal Wage Earner as Head

Unl ess the househol d has sel ected an adult parent or adult with
parental control as head as specified in Part VI.D. 1, the
princi pal wage earner shall be considered the head of househol d
when eval uati ng nonconpliance with work registration or
wor kf are requirenents. The principal wage earner nust al so be
consi dered in determ ni ng whet her a househol d nenber
voluntarily quit a job or reduced work hours to | ess than 30
hours per week.

The princi pal wage earner is the household nenber who had the
nost earned inconme in the two nmonths prior to the month of the
regi stration nonconpliance, job quit, or work reduction

Excl uded househol d nenbers, as defined in Part VI.C. 2, are

eval uated in determ ning the principal wage earner. The incone
used in this evaluation must involve 20 hours or nore per week
or provide the equivalent of 20 hours nultiplied by the federa
m ni mum wage

The principal wage earner identified may not apply if the
person who caused the violation lives with a parent or person
fulfilling the role of a parent. The principal wage earner
policy will not apply if the parent or person fulfilling that
role is registered for work or is exenmpt fromwork registration
because the parent or person fulfilling the role of a parent

is:

a. subject to and participating in any work requirenent
under Title IV of the Social Security Act such as the PA
Enpl oynment Services Program (Part VIII1.A 1.c);

b. recei vi ng unenpl oynent conpensati on benefits or is
regi stered for work to receive these benefits (Part
VITI. A 1.f);

C. enpl oyed or sel f-enpl oyed and working a m ni mum of 30

hours weekly or is receiving weekly earnings at |east
equi valent to 30 hours multiplied by the federal m nimm
wage.

If there is no principal source of earned income in the
househol d, the househol d nenber docunented in the case file as
the head at the tine of the violation shall be considered the
head of the househol d.
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E. HOUSEHOLDS | N | NSTI TUTI ONS

Resi dents of certain institutions are eligible for food stanmp benefits.
Thi s chapter contains special provisions for households residing in
eligible institutions. See Part VII.C for a list of eligible institutions
and Part 1.1 for requirenents and all owances for authorized
representatives for institutionalized househol ds.

1. Drug Addi ction and Al cohol Treatnment Centers

Resi dents of treatnent and rehabilitation progranms for persons
addicted to narcotic drugs or al cohol, including the children of

t hese persons residing in the centers with the parents, nay receive
food stanps as individual households. The treatnent center nmust be a
private, nonprofit organization or institution or a publicly operated
community mental health center, under Part B of Title Xl X of the
Public Health Service Act.

Before certifying treatnent center residents for food stanps, the

| ocal agency nust establish that the center neets Public Health
Service Act criteria even if the center is not certified under Part B
of Title XIX of the Public Health Service Act. The |ocal agency mnust
al so determne if the Food and Nutrition Service (FNS) has certified
the facility as a retailer and whether the center has a Point-of-Sale
(POCS) device in order to use food stanp benefits at the institution

Resi dents of treatnent centers nust apply and participate in the Food
Stanp Program through a designated enpl oyee of the center. The
househol d nust freely choose to apply for benefits. The resident
househol d shoul d assist in conpleting the application and should sign
the application along with the authorized representative, before
certification, if possible. Normal food stanp certification notices
and procedures apply to households that reside in eligible treatnent
centers except for the requirenent that residents rmust apply through
a representative of the center.

a. Accessing and Using Food Stanp Benefits

In order to access food stanp benefits, each househol d or
representative nust have an EBT card. Eligible household
residing in drug or al cohol treatnent centers nust participate
in the Food Stanp Programthrough an authorized representative.
The authorized representative will receive an EBT card to use
on behal f of the household. The client may not possess an
active EBT card while a resident of the treatnment center.

Treat ment center representatives nmust use the food stanp
benefits for food prepared by or served to the resident
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addi ct/ al cohol i c. If the treatnent center has a POS device, at

t he begi nning of each nonth, the authorized representative mnust
use each individual household s EBT card to access one-half of
the nmonthly benefit. |If the treatment center does not have a
PCS device, the authorized representative must use each
resident's EBT card at the grocery store and access up to one-
hal f the benefit anpbunt at the begi nning of each nonth. The
treatment center may access the second half of the benefits on
or after the 16" of each month if the resident remains in the
center as of the 16" day of the nonth.

If the househol d | eaves the treatnent center before the 16'" day
of the nonth, the household is entitled to one-half of the
allotnent for the month. |[If the household | eaves the treatnent
center on or after the 16'" of the nonth, the household will not
recei ve any portion of the benefits directly.

b. Responsibilities of the Treatnent Center

The treatnent center nmust notify the |ocal agency of changes in
t he househol d's inconme or other househol d circunstances and
upon the departure of the addict or alcoholic fromthe
treatment center. \Wen the resident |eaves the facility, the
treatment center nust provide the resident with the EBT card
for the "Primary Cardholder,” if the card is available. This
is not the card used by the authorized representative. Once

t he househol d | eaves the treatnent center, the center may no

| onger act as that househol d's authorized representative.

The center should return the authorized representative's EBT
card to the | ocal agency when the resident |eaves the facility.
If the resident |eaves the treatnent center before receiving
the EBT card for Primary Cardhol der fromcenter enployees, the
treatnent center nust return the household' s card to the |oca
agency, if the household' s card was in the center's possession

The center nust provide the household with a Change Report Form
to report to the I ocal agency the individual's new address and
ot her circunmstances after |eaving the center, if possible. The
center nust al so advise the household to report the address
change to the | ocal agency within 10 days.

Each treatnment and rehabilitation center nust submt a
certified list of residents who are currently participating in
the Food Stanmp Programto the | ocal social services agency.
This list nust include a statenent that the information
provided is correct and must be signed by a representative of
the center. The center nust subnmit the list at |east nonthly,
al t hough | ocal agency officials may request a nore frequent
list.
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cC. Penal ti es

The treatnent center is responsible for any m srepresentation
or fraud that it knowingly commts in the certification of
center residents. As an authorized representative, the
treatment center nust be know edgeabl e about househol d

ci rcunst ances and shoul d carefully review those circunstances
with residents prior to applying on their behalf. The

organi zation or institution is liable for all |osses or m suse
of food stanmp benefits accessed or used on behal f of resident
househol ds and for any overissuance of benefits that occur
whil e the househol ds are residents of the treatnment center

The treatnent center may be penalized or disqualified if an
adm ni strative or judicial determnation establishes that
coupons were mi sappropriated or used for purchases that did not
contribute to a certified household' s neals. The treatnent
center may be prosecuted under applicable federal or state
statutes for intentional acts that nisrepresent househol d

ci rcumnst ances.

d. Local Agency Responsibilities

The | ocal agency nust ensure that applicants that reside in

al cohol or drug treatment centers apply for food stanps through
a designated enpl oyee of the treatnment center. The agency nmay
not process an application signed only by such a resident or
conduct the interview without the authorized representative.
The treatnent center nust receive certification notices and

i nstructions on accessi ng househol ds' food stanp benefits

t hr ough EBT.

The | ocal agency should provide the treatment center w th bl ank
change report forns that the center or household could conplete
to report changes, including when the household | eaves the
center. The agency nust take pronpt action to renove the

aut hori zed representati ve when the household | eaves the
treatment center upon |earning of the address change.

The | ocal agency must receive a nonthly list of residents from
the treatnent center. The agency may require the treatnment
center submt the list senminonthly. The | ocal agency mnust
review the list to ensure that only those residents listed are
participating as residents of that institution. The agency
must resol ve any discrepancies i mediately between the |ist
submtted by the center and the agency's certification record.
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In addition to reviewing the lists of residents in the
treatment facility, the |ocal agency nust conduct periodic
randomon-site visits to the center. This reviewis to assure
the accuracy of the listings and that the |ocal agency's
records are consistent and up-to-date.

The | ocal agency nust pronptly notify the Regional Ofice for
the Virginia Departnent of Social Services when there is reason
to believe that a treatnment center is msusing food stanp
benefits in its possession. The State Department nust transmt
the I ocal agency's findings to USDA. The |ocal agency must not
act however, until USDA acts or provides instructions.

2. G oup Living Arrangenents

Di sabl ed or blind individuals who reside in group |iving arrangenents
may be eligible for food stanps. See Part VII.C for specific
criteria. Unlike residents of drug or alcohol treatment centers,
residents of group living may apply on their own behal f; through the
use of an authorized representative of the resident's own choice; or
t hrough the use of an authorized representative enpl oyed and
designated by the facility.

How residents of group living arrangements apply will determ ne the
househol d size. For instance, if a resident files an individua
application or through a personal authorized representative, the

| ocal agency nust eval uate househol d conpositi on based on who

pur chases and prepares food together but, residents who apply through
the use of the facility's authorized representative, will be one-

per son househol ds, regardl ess of the eating arrangenents.

a. Participating in the Goup Living Arrangenent

The group living arrangenent may purchase and prepare food that
eligible residents will consume on a group basis, if residents
normal ly obtain their nmeals at a central l|ocation, e.g. a
dining hall, as part of the group living arrangenent services,
or if meals are prepared at a central location for delivery to
t he individual residents.

If residents purchase and/or prepare food for their own
consunption, as opposed to comunal dining, the group living
arrangenent nust ensure that each resident's food stanp
benefits are used for neals intended for that resident.

If the residents retain use of their own food stanmp benefits,
then they may either use the benefits to purchase neals
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prepared for themby the facility, if group hone is authorized
by FNS, or purchase food to prepare neals for their own
consunpt i on.

If the facility is acting as the authorized representative for
the resident, the food stanmp benefits can be handled in any of
the followi ng ways: 1) The facility may spend the coupons,
prepare and serve the food to the resident, 2) Spend the food
stanp benefits and allow the resident to prepare the food, 3)
Al'low the resident to use sone or all of the allotment on his
or her own behal f.

If the resident applied on his own behal f, the resident may
provide the food stanp benefits allotnment to the facility to
purchase food for neals served either comunal ly or
individually for eligible residents. The eligible resident may
al so use the food stanp benefits to purchase and prepare food
for his/her own consunption or to purchase neals prepared and
served by the group living arrangenent.

b. Accessing and Using Food Stanp Benefits

In order to access food stanp benefits, each househol d or
representative nust have an EBT card. Residents of group
living arrangenents will receive an EBT card. |If the household
has an authorized representative, the representative will also
receive an EBT card to use on behalf of the househol d.

The househol d or authorized representative must use food stanp
benefits for food prepared by or served to the resident. If
the group home has a POS device, at the begi nning of each
nmont h, the househol d or authorized representative must use the
i ndi vi dual household's EBT card to access one-half of the

mont hly benefit. |If the group honme does not have a POS device,
t he househol d or authorized representative nmust use each
resident's EBT card at the grocery store. |If the authorized
representative is a representative of the group honme, the
representative may access up to one-half the benefit amunt at
t he begi nning of each nonth. The group hone representative my
access the second half of the benefits on or after the 16" of
each month if the resident remains in the group home as of the
16" day of the nonth.

If the househol d | eaves the group hone before the 16" day of
the nonth, the household is entitled to one-half of the
allotment for the month. |If the household | eaves the group
home on or after the 16" of the nonth, the household will not
recei ve any portion of the benefits directly.
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cC. Responsibilities of the Goup Living Arrangenent

If the group living arrangenent is acting in the capacity of an
aut hori zed representative, the group living arrangenent nust
notify the | ocal agency of changes in househol d circunstances
and when the individual |eaves the group living arrangenent.

VWhen the resident |eaves the facility, the group living
arrangenent nust provide the resident with the EBT card for the
"Primary Cardholder," if the authorized representative has
possession of the card. This is not the card used by the

aut hori zed representative. Once the househol d | eaves the group
hone, the center may no | onger act as the household' s

aut hori zed representative

The center should return the authorized representative's EBT
card to the | ocal agency when the resident |eaves the facility.
If the resident | eaves the group honme before receiving the EBT
card for Primary Cardhol der from center enpl oyees, the
treatnent center nust return the household' s card to the |oca
agency, if the household' s card was in the center's possession

The group home mnust provide the household with a Change Report
Formto report to the local agency the individual's new address
and other circunstances after |eaving the group hone, if

possi ble. The group hone nust al so advi se the household to
report the address change to the |ocal agency within 10 days.

Each group living arrangement must submit a certified list of
resi dents who are currently participating in the Food Stanp
Programto the | ocal social services agency. This list nust

i nclude a statenent that the information provided is correct.
A representative of the center nust sign the report and submt
the list at |east nmonthly, although |ocal agency officials may
request a nore frequent |ist.

cC. Penal ti es

VWhen a group living arrangenment acts as the household's
aut hori zed representative the foll owi ng additiona
responsibilities are applicable:

1. The group living facility is responsible for any
m srepresentation or fraud that it knowingly conmits in
the certification of the facility's residents. As an
aut hori zed representative, the group living arrangenent
must be know edgeabl e about househol d circunstances and
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shoul d carefully review those circunstances wth
residents prior to applying on their behalf. The group
living arrangenent is liable for any | osses or nisuse of
food stanp benefits accessed or used on behal f of

resi dent househol ds and for all overissuances that occur
while the facility is acting as the household's

aut hori zed representative

2. The facility may be penalized or disqualified if an
adm ni strative or judicial determnation finds that food
stanp benefits were m sappropriated or used for purchases
that did not contribute to a certified household s neals.
The group home may be prosecuted under applicable federa
or state statutes for intentional acts that m srepresent
househol d circunst ances.

These provisions do not apply when the resident househol d has
applied on its own behal f.

d. Local Agency Responsibilities

The | ocal agency nust certify eligible residents of group
[iving arrangenments using the same provisions that apply to al
ot her househol ds. Before certifying any residents of a
particular facility, the agency must verify that the group
[iving arrangenment is authorized by FNS-USDA to accept food
stanp benefits or is certified by an appropriate agency of the
State or locality, including that agency's determ nation that
the center is a nonprofit organization

Before certifying group hone residents for food stanps, the

| ocal agency nust establish that the group living arrangenents
neets Section 1616(e) of the Social Security Act criteria, even
if the group hone is not certified under Section 1616(e) of the
Social Security Act. The |ocal agency nust also deternmine if
the Food and Nutrition Service (FNS) as certified the facility
as a retailer and whether the group hone has a Point-of-Sale
(POS) device in order to use food stanmp benefits at the group
hore.

The | ocal agency should provide the group living arrangenent
wi t h bl ank Change Report forms that the group living
arrangenent or househol d could conplete to report changes,

i ncl udi ng when the househol d | eaves the group living
arrangenent. The agency nust take pronpt action to renove the
aut hori zed representati ve when the household | eaves the group
[iving arrangenent upon |earning of the address change.
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The | ocal agency nust receive a periodic |list of residents from
the group living arrangenent. The agency may establish the
frequency of receiving the resident lists. The |ocal agency
must review the list to ensure that only those residents |isted
are participating as residents of that institution. The agency
nmust resol ve any discrepancies i mediately between the |ist
submitted by the group living arrangenment and the agency's
certification record.

In addition to reviewing the lists of residents in the group
living arrangenent, the |ocal agency must conduct periodic
randomon-site visits to the center. This reviewis to assure
the accuracy of the listings and that the |ocal agency's
records are consistent and up-to-date.

The | ocal agency nust pronptly notify the Regional Ofice for
the Virginia Departnent of Social Services when there is reason
to believe that a group living arrangenent is msusing food
stanp benefits in its possession. The State Department mnust
transmt the local agency's findings to USDA. The | ocal agency
must not act however, until USDA acts or provides instructions.

e. FNS Aut hori zati on
FNS wi Il authorize group living arrangenents as a retail food
store. A State or |ocal agency nust appropriately certify
these facilities. |If the facility loses its certification, FNS
may withdraw its approval at any tinme
If FNS disqualifies a facility as a retail food store, the
| ocal agency nust suspend its authorized representative status
for the same period. |If a facility loses its certification to
use food stanp benefits through whol esalers or its
certification fromthe appropriate State or |ocal agency,
residents will not be eligible to participate except those who
have applied on their own behalf. Residents who will be
ineligible are not entitled to the Advance Notice of Proposed
Action, but they nmust receive a witten notice explaining the
term nation and the effective date.

3. Shelters for Battered Wnen and Their Children
a. Determ nati on of Acceptable Shelter Status

Before certifying residents of shelters for battered wonen, the
| ocal agency nust determ ne that the shelter for battered wonen
and children neets the definition of Part VII.C 1.d. of this

manual . The agency nust maintain docunmentation to support the
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determination to show that the shelter nmeets the criteria

If a shelter has authorization by FNS to use food stanp
benefits, the shelter will neet the criteria and will need no
further determ nation by the | ocal agency.

b. Special Eligibility Considerations

Many shelter residents will have recently left a household
cont ai ni ng the person who abused them The former househol d
may be certified for participation in the programand its
certification my be based on a househol d size that includes

t he wonen and children who have just left. Shelter residents
who are included in such certified househol ds may,

nevert hel ess, apply for and, if otherw se eligible, participate
in the Program as separate households if the previously
certified household that includes them also contains the person
who abused them

Shelter residents who are included in such certified househol ds
may receive an additional allotnent as a separate househol d
only once a nonth. The |ocal agency nust certify shelter

resi dents who apply as separate househol ds sol ely based on
their income and resources and the expenses for which they are
responsi ble. The agency nust not consider the incone,
resources, and expenses of their forner household in certifying
t hese applicants. Jointly held resources nmust be consi dered

i naccessible for battered wonen and children if access to the
val ue of the resource depends on the agreenent of a joint owner
who still resides in the forner househol d.

Room paynments to the shelter are allowable shelter expenses.
Local agencies nust take pronpt action to ensure that the

former household's eligibility or allotment reflects the change
in the household's conposition
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A NONFI NANCI AL ELIG BILI TY CRI TERI A

Participation in the Food Stanp Programis based on both financial and
nonfinancial eligibility criteria. This chapter contains a discussion of
nost of the nonfinancial eligibility criteria. A household will neet the
nonfinancial eligibility criteria if it:

1. Resides in the locality of application; (7 CFR 273.3) (Part VII.B.)

2. Resides in a noninstitutional setting or in an eligible institution
(7 CFR 273.1(e)) (Part VII.C.)

3. Cont ai ns no persons currently on strike unless the household woul d
have been eligible before the strike; (7 CFR 273.1(g) (1)) (Part
Vil.D.)

4, Contains a student enrolled in an institution of higher education who
neets certain special eligibility requirements; (7 CFR 273.5) (Part
VI1.E.)

5. Contains citizens of the United States or eligible aliens (7 CFR
273.4) (Part VII.F.)

6. Regi sters for work, unless otherw se exenpt (7 CFR 273.7). (Part
VITI.A)

7. Does not have a prinmary wage earner who voluntarily quits or reduces
wor k wi t hout good cause (7 CFR 273.7(n)) (Part VIII.B.)

8. Provi des Social Security numbers for household nenbers (7 CFR

273.6(a)(1)). (Part VII.G)
The presence of cooking facilities is not a criterion for determ ning
eligibility for the Food Stanp Program
B. RESI DENCY (7 CFR 273.3)

Resi dence is defined as physical presence in a locality with the intent to
remain either tenporarily or pernanently.

Househol ds do not have to live in the locality for a particular |ength of
time in order to get food stanps, nor do they have to have any intent of
staying any length of tinme. Persons vacationing in an area cannot be
consi dered as residents.

Househol ds nust reside in the locality in which they apply for
participation in the Program Households do not have to reside in a
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per manent dwelling or have a fixed nmailing address as a condition of
eligibility. Mgrant canpsites, notels, or other temporary shelters neet
the residency requirenments. Households nay live in vehicles, such as cars,
buses, or trucks, etc. Oher individuals may live on the street. As |long
as househol ds maintain a physical presence in the locality, they will neet
resi dency requirement. Households may not participate in nore than one
locality at a tine.

See Part I1l1.A and D for a discussion of the verification of residency.
Note: The | ocal agency may choose to keep an ongoing case in active status
during a tenmporary nmove fromthe locality. This policy is discussed in
Part XIV.A 7.

C RESI DENTS OF | NSTI TUTI ONS (7 CFR 273.1(e))

Definition of a Resident of an Institution

I ndividuals will be considered residents of an institution when the
institution provides themwith the majority of their neals (over 50%
of three neals daily) as a part of its normal service.

Resi dents of public institutions who apply for SSI before their

rel ease froman institution under the Social Security

Admi ni stration's Prerel ease Programfor the Institutionalized may
apply for food stanps at the same tinme they apply for SSI. For these
applicants, the filing date of the food stanp application will be the
date of release of the applicant fromthe institution

2. Eligible Institutional Residents

Residents of institutions are not eligible for participation in the
Food Stanp Programw th the exceptions noted bel ow

a. Resi dents of any federally subsidized housing for the elderly.

b. Narcotic drug addicts or alcoholics or the children of these
i ndi viduals who reside at a facility or treatnent center under
t he supervision of a drug or alcoholic treatment and
rehabilitation program

A drug or alcoholic treatnent and rehabilitation program neans
a program |l eading to rehabilitati on conducted by a private,
nonprofit organization or institution or a publicly operated
conmunity health center, under Part B of Title XIX of the
Public Health Service Act, or nmeets the criteria which would
nmake it eligible to receive funds under Part B of Title Xl X,
even if it does not actually receive funds fromthat source.
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The treatnent program nust present information or docunmentation
to show that it neets the eligibility criteria. See Part VI.E
for additional information about treatnment centers.

Di sabl ed or blind individuals who are residents of a public or
private, nonprofit residential setting that serves no nore than
si xteen residents. These group living arrangenments nust be
certified by an appropriate agency of the State or locality
under Section 1616(e) of the Social Security Act and
regul ati ons based on it. See Part VI.E for a discussion of
this group living arrangenent.

Wnen or wonen with their children tenmporarily residing in a
shelter for battered wonmen and children. A shelter for
battered wonen and children neans a public or private nonprofit
residential facility that serves battered wonen and their
children. If such a facility serves other individuals, a
portion of the facility must be set aside on a |ong-term basis
to serve only battered wonen and chil dren

Resi dents of public or private nonprofit shelters for homel ess
per sons.

D. STRIKERS (7 CFR 273.1(g) (1))

1. Definition of a Striker

a.

For Food Stanp purposes a striker is defined as:

1) Anyone involved in a strike; or

2) Anyone involved in a concerted stoppage of work by
enpl oyees (including a stoppage by reason of the
expiration of a collective bargai ning agreenent); or

3) Anyone involved in any concerted sl owdown (or other
concerted interruption of operations by enployees).

Exanpl es of non-strikers include:

1) Enpl oyees whose workpl ace is closed by an enpl oyer in
order to resist denmands of enployees, e.g., |ockout.
2) An individual who woul d have been exenpt from work

registration on the day prior to the strike, other than
those exenpt solely on the grounds that they are enpl oyed
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at the struck plant, e.g., the individual nmay be the
caretaker of a child under 6 years of age and, therefore,
woul d not be affected by the striker provisions.

3) Enpl oyees unable to work as a result of striking
enpl oyees, e.g., striking newspaper pressnen preventing
newspapers from being printed and, consequently, truck
drivers are not working because there are no papers to
del i ver.

4) Enpl oyees who are not part of the bargaining unit on
strike who do not want to cross a picket line due to fear
of personal injury or death.

2. Determning Striker Eligibility at Initial Certification

Househol ds with striking menbers (this does not include individuals
exenpt fromwork registration) shall be ineligible to participate
unl ess the household was eligible imediately prior to the strike.
This means that the EWnust determ ne the househol d' s incone as

t hough the househol d applied on the day before the strike for al

i ndividuals in the household on that date. Do not account for
changes between this date and the date of application in the
eligibility determi nation. For exanple, if an individual was in the
honme on the day before the strike, receiving $100 per nonth, and on
the date of application this individual is no |onger in the homne,
eligibility nust still be based on this individual being in the hone
and the incone he or she was receiving. Also, in considering the
striker's incone as though the househol d applied on the day before
the strike, if the striker was absent fromwork for one week due to
sickness, for exanple, a full nonth's income is still to be counted.
Normal verifications nmust be obtained (FNS Policy Menp 82-4).

I f the househol d woul d have been ineligible had they applied the day
before the strike, deny the application

If the househol d woul d have been eligible had they applied the day
before the strike, the EWshall conpare the striking menber's income
before the strike to the striker's current incone. Add the higher of
the two to the current incone of nonstriking nenmbers that is
anticipated to deternine the household' s eligibility at the time of
application.

Use only current resources in determning resource eligibility.

Strikers who are eligible are subject to the work regi stration
requi renents of Part VIII.A
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3. Determining Striker Eligibility for Ongoi ng Cases

If a nenmber of a currently certified househol d becones involved in a
strike, the definition of a striker described in Part VII.D. is stil
applicable. The household containing a person defined as a striker
shall not receive an increased allotnment as the result of a decrease
in incone of the striking nenber(s). The EWshall conpare the
striker's incone before the strike to the striker's current incone
and add the higher of the two to the countabl e i ncone of nonstriking
nmenbers.

Use only current resources in determining resource eligibility.

Strikers who are eligible are subject to the work regi stration
requirenents in Part VIII.A

4, Changes in Striker Status

If a striker officially term nates enpl oynent with the struck
enpl oyer, he/she will no |onger be considered a striker. The
enpl oyer or other acceptabl e sources nmust verify an officia
term nation.

If a striker accepts tenmporary enploynent with the intent of
returning to his struck job once the strike ends, he is stil
consi dered a striker.

E. STUDENTS (7 CFR 273.5)

1. Definition of a Student
For the purposes of this chapter, the termstudent will refer to a
person who is enrolled at least halftime in an institution of higher
education. The termstudent will refer to a person who is:
a. is enrolled in a business, technical, trade, or vocationa

school that normally requires a high school diplom or
equi val ency certificate for enrollnent; or

b. is enrolled in a regular curriculumat a college or university
that offers degree prograns, regardless of whether a high
school diplom is required.

Once a student enrolls in an institution of higher education, the
enrol | ment shall be considered to continue through all normal periods
of class attendance, vacation, and recess unless the student
graduates, is suspended or expelled, drops out, or does not intend to
regi ster for the next normal school term (excluding sumrer school).
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Enrol | mrent shall be considered to begin on the first day of the
school termof the institution of higher education.

2. Student Exenptions (7 CFR 273.5(b))

To be eligible to participate in the Food Stanp Program students, as
identified above, nust neet special criteria |listed below The
resources of students who are not eligible are not considered in
determining the eligibility or benefit |evel of other household
menbers. The incone of ineligible students shall be evaluated in
accordance with Part Xl .G

To be eligible, a student nmust neet at |east one of the follow ng

criteria:

a. Be 17 years of age or younger or, age 50 or ol der

b. Be mentally or physically unfit;

C. Be empl oyed for a mnimum of 20 hours per week and be paid for

such enpl oynent;

d. Be enmpl oyed in a self-enployed business for a m ni numof 20
hours per week and receive weekly earnings at |east equal to
the federal mnimumwage nultiplied by 20 hours;

e. Be participating in a state or federally financed work-study
program duri ng the regul ar school year

f. Be responsible for the care of a dependent househol d menber
under the age of six;

g. Be responsible for the care of a dependent househol d nenber who
is age six through age el even where the | ocal agency has
determ ned that adequate child care is not available to enable
the student to both attend class and satisfy the 20 hour per
week work requirenent or participate in work study;

h. Be a full-time student and a single parent or caretaker who is
responsi ble for the care of a dependent househol d menber who is
under age 12;

i Be receiving benefits fromthe TANF Program

j- Be participating in a work i ncentive programunder Title IV of

the Social Security Act, i.e. Virginia Initiative for
Enpl oynent Not Welfare (VIEW Program
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k. Be participating in an on-the-job training program; or,
1. Be assigned to or placed in an institution of higher education
through:
1) Programs under the Workforce Investment Act (WIA);
2) The Food Stamp Employment and Training (FSET) Program;
3) A program under Section 236 of the Trade Act; or,
4) An employment and training program operated by State or

local governments where one or more of the program's
components are comparable to FSET components.

Students paid or subsidized for in-class hours are not considered
employed during that time so such class attendance would not make a
student eligible under the minimum 20 hour per week work requirement.
In addition, the exemption for on-the-job training is wvalid only for
the period the person is being trained by the employer.

In evaluating a student's eligibility based on the work-study
provision, note that the student must be approved for work-study at
the time of the application for food stamps. In addition, the work-
study must be approved for the school term and the student must
anticipate actually working during the school term. This exemption
will begin either the month the school term starts or the month the
work-study is approved, whichever is later. The student's exemption
is not to continue beyond the month the school term ends or when it
becomes known that a work-study assignment has been refused nor, is
the exemption continued between terms when there is a break of a
full month or more, unless the student is participating in work-
study during the break.

In evaluating whether adequate childcare is not available for
children who have reached the age of 6 but are not yet 12, the

following guidelines have been developed. If:

a. There is no licensed day care facility available; or,

b. The student cannot afford the day care; or,

C. There is no reliable or reasonable transportation to the day

care provider;

then it is probably likely that adequate child care is not
available. Note, however, that even if these factors exist, adequate
childcare is deemed available if the student has arranged for day
care.
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F. CITIZENSHIP AND ELIGIBLE IMMIGRANTS

Only U.S. citizens and certain immigrants are eligible for the Food Stamp
Program. Based on the household’s written declaration on the
application, the local agency must determine if each household member is
a citizen or an immigrant. If a member is an immigrant, the local agency
must determine if that member is an eligible immigrant. The sponsored
immigrant policies described in Part XII.C must also be evaluated for
eligible immigrants who have sponsors.

1. Eligibility of Immigrants

The following categories of immigrants are eligible to participate
in the Food Stamp Program:

a. A refugee admitted under Section 207 of the Immigration and
Nationality Act (INA) until seven years after the date the
refugee status was granted.

This category includes individuals who are victims of human
trafficking and may include the minor children, spouse,
parents, or the unmarried minor siblings of the trafficking
victim. These refugees must present a letter from the Office
of Refugee Resettlement (ORR) or present a T visa that
certifies or documents the status. The EW must call 1-866-
401-5510 to verify the validity of the documents and to inform
ORR of the application for food stamp benefits.

b. An immigrant granted asylum under INA Section 208 until seven
years after the date the status was granted.

c. An immigrant living in the U.S. and for whom deportation is
being withheld under INA Section 243 (h) or Section 241 (b) (3)
until seven years after the deportation withholding.

d. A Cuban or Haitian entrant, as defined in Section 501 (e) of
the Refugee Education Assistance Act of 1980, until seven
years after the date the Cuban-Haitian status was granted.
This designation includes refugee or parole status.

e. An Amerasian immigrant until seven years after the date
admitted as an Amerasian immigrant as documented by the I-94
or other forms with notations of AM1, AM2, AM3, AM6, AM7, or
AMS8.

f. Lawful permanent resident immigrants who have worked for 40
qualifying quarters of coverage under Title II of the Social
Security Act are eligible for food stamps. Quarters of work for
jobs not covered by Title II of the Social Security Act may be
credited toward the qualifying minimum. For quarters after
December 1996, no federal means-tested public benefits may be
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received to count as a qualifying quarter. For this
provision, public benefits are TANF, SSI, Medicaid and the
Food Stamp Programs. This provision also includes

Nutritional Assistance Program benefits from Puerto Rico,
American Samoa, and the Northern Mariana Islands.

Quarters earned by the spouse of the permanent resident
immigrant during the marriage, provided they are still
married to each other, may be counted. Quarters earned by
parents, including step- or adoptive parents, of a permanent
resident immigrant before the alien turns 18, may be counted
toward the qualifying minimum for the immigrant, including
any quarters earned prior to a child’s birth.

g. Native Americans entitled to cross the border of the United
States into Canada or Mexico. This group comprises persons
born in Canada to whom INA Section 289 applies or members of
an Indian tribe, as defined in Section 4(e) of the Indian
Self-Determination and Education Assistance Act.

h. Highland Laotians and Hmong tribe members who are lawfully
residing in the United States and who were part of a Highland
Laotian or Hmong tribe between August 5, 1964 and May 7, 1975
when such tribes assisted U.S. personnel. The unmarried
dependent children, spouse, and the surviving spouse who has
not remarried of tribal members are also eligible.

Immigrants who originally had refugee, asylum, Amerasian, or
Cuban-Haitian designations or who had their deportations withheld
(items a- e), but who subsequently gain permanent resident status,
must continue to be certified for food stamps under the original
designation. Note that after being in the country for five years,
these immigrants will be eligible for food stamps indefinitely.
See the conditional eligibility section below.

2. Conditional Eligibility of Immigrants

a. The following categories of immigrants are eligible to
participate in the Food Stamp Program provided they also meet
a qualified category in subsection b:

1. An individual who has been in the United States as a
qualified immigrant for five years or more from the
date of entry in the country or from the date of a
change in the immigration status.

2. Veterans with honorable discharges for reasons not
related to alien status and persons who are on active
duty in the Armed Forces of the United States, other
than training. To be an eligible veteran, one must
have served a minimum of 24 months or the period for
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which the person was called to active duty. The term
veteran includes military personnel who die during
active duty served in the Philippine Commonwealth Army
during World War II or as Philippine Scouts following
the war.

The spouse or unmarried dependent child of a veteran or
person on active duty is also eligible. The surviving
spouse of a deceased veteran or of an individual who died
while on active duty is also eligible. Eligibility of
the surviving spouse is allowed provided the spouse has
not remarried and that the marriage was for at least one
year, or that they were married before the end of a 15-
year period following the end of the period of military
service in which the injury or disease was incurred or
aggravated; or, that they were married for any period if
a child was born of the marriage or was born before the
marriage.

3. An individual who receives payments or assistance for
blindness or disability, as defined in Definitions.

4. An individual lawfully residing in the U.S. on August
22, 1996 and who was 65 years of age or older at that
time.

5. A child under 18 years of age lawfully residing in the
U.s.

b. A qualified immigrant is one who is:

1. a lawful permanent resident;

2. a refugee admitted under INA Section 207;

3. a person granted asylum admitted under INA Section 208;

4. one whose deportation is being withheld under INA

Section 243 (h) or 241 (b) (3);

5. a parolee admitted under INA Section 212 (d) (5) and the
status 1s granted for at least one year;

6. a conditional entrant admitted under INA Section 203 as
in effect as of April 1, 1980;

7. a battered spouse or child, as established by INS and
the agencies providing benefits that a substantial
connection exists between the battery and the need for
benefits;
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8. a Cuban or Haitian entrant; or
9. an Amerasian immigrant.
3. Verification of Immigrant Status

Verification of immigrant status is mandatory for initial
applications and as new household members are added. While
awaiting acceptable verification, except as noted below, the
immigrant whose status is unverified is ineligible but the
eligibility of any remaining household members must be determined.
The income and resources of the immigrant whose status is
unverified is considered available in determining the eligibility
of any remaining members, as described in Part XII.E. If
verification of eligible status is later received, the agency must
treat this as a reported change in household size.

Verification of the number of qualifying quarters to which an
immigrant may directly or indirectly claim access for Food Stamp
Program purposes will primarily be available from the Social
Security Administration (SSA). Verification of the quarters of
coverage may be accessed through the State Verification Exchange
System (SVES). If verification is not obtained through SVES or in
some instances, from SSA directly, or, if the SSA information is
contested by the household or is incomplete, the household will be
responsible for supplying proof of the amount of past wages to
document the quarters earned. The SSA-Consent for Release of
Information form must normally be completed for each person for
whom the work history is needed. See Appendix 1 of this Part for
the verification process and forms.

In instances when the number of countable quarters verified by SSA
is in dispute, an immigrant will be allowed to receive food stamps
for up to six months while working with SSA to resolve the issue.

As with other mandatory verifications, verification of immigration
status may be postponed for households entitled to expedited
service processing. However, the household member must claim to
be of an eligible immigrant category before participation is
allowed for the first month.

Documentation from the U.S. Citizenship and Immigration Services
(USCIS) or other sources that the EW determines constitutes
reasonable evidence of immigrant status is acceptable. If an
immigrant does not have proof of the immigration status, the local
agency must advise the household to contact USCIS to obtain
verification. Forms G-845S and the Supplement in Appendix 2 of
this Part may be used to obtain information from USCIS when
evidence presented is not clear or the applicant cannot provide
information.
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Documentation provided by the household may be submitted to USCIS
for validation through the Systematic Alien Verification for
Entitlement Programs (SAVE) system. The SAVE procedures are
outlined in Appendix 2 of Part VII. The use of SAVE is optional for
food stamp eligibility determinations.

Immigration documentation includes, but is not limited to, the
forms listed below.

a. Resident Alien Card, Form I-551: This form, called the green
card, 1s issued to immigrants admitted for permanent
residence.

A foreign passport or USCIS documents, other than the I-551,
will be acceptable proof of permanent residency if it has the
endorsement: "Processed for I-551. Temporary Evidence of
Lawful Admission for Permanent Residence. Valid until
Employment Authorized."

b. Arrival - Departure Record, Form I-94: This form is issued
by USCIS to persons who may or may not be eligible for food
stamps. Eligible aliens with I-94s must have certain INA
Sections or terms listed on the forms. INA Sections 207,
208, or 243 (h) or terms, such as refugee or asylum, on the I-
94 reflect eligible alien status.

C. Employment Authorization Document, Forms I-688B or I-766:
These forms are issued to persons who may or may not be
eligible for food stamps.

The I-688B will be sufficient verification for these

citations:
Citation Status
274a.12 (a) (1) Lawful permanent resident
274a.12 (a) (3) Refugee
274a.12 (a) (5) Asylum
274a.12 (a) (10) Deportation Withheld

The I-766 will be sufficient verification if annotated with
the following:

A3 Refugee
A5 Asylum
Al0 Deportation withheld

d. Documents such as the Employment Authorization Card, Form I-
688A or the Fee Receipt, Form I-689 may be used with other
verification to establish alien eligibility. These forms
alone do not provide ample verification of eligible alien
status.
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4, Verification of Citizenship

Citizenship must not be verified unless the househol d' s statenent
that one or nore of its nenbers are U. S. citizens is questionable.
I f questionable, the household nust be asked to provide acceptable
verification. Acceptable forns of verification include:

birth certificates

religious records

voter registration cards

certificates of citizenship or naturalization provided by INS
i ncl udi ng passports

OO TOD

CGeneral appearance of the applicant, foreign accent, inability to
speak English, enploynment as a migrant farmworker, or a foreign
soundi ng nane are not sufficient reasons, in and of thenselves, to
consi der information about citizenship questionable.

If the above forns of verification cannot be obtained and the
househol d can provide a reasonabl e explanation as to why verification
is not available, the |ocal agency nmust accept a signed statenent
from sonmeone who is a U S. citizen which declares, under penalty of
perjury, that the menber in questionis a US. citizen. The signed
statenment nust contain a warning of the penalties for hel ping soneone

commt fraud, such as: "If you intentionally give false information
to help this person get food stanps, you may be fined, inprisoned, or
bot h.”

The nmenber whose citizenship is in question is not allowed to
participate until proof of U S. citizenship is obtained. Unti
proof of U S. citizenship is obtained, the nenber in question wll
have his or her incone, |less a prorata share, and all of his other
resources consi dered avail able to any renmi ni ng househol d nmenbers.
(See Part XII.E.)

If the agency reduces or termnates a household's benefits within the
certification period because one or nore of its nmenbers is
disqualified as an ineligible alien, the | ocal agency nust issue the
Advance Notice of Proposed Action to informthe household that the

i ndividual is disqualified, the reason for the disqualification, the
eligibility and benefit |evel of the remaining nenbers, and the
actions the household nust take to end the disqualification, if
appl i cabl e.

All persons born in the Cormobnweal th of Puerto Rico, Anerican Sanpa,

Guam Mariana Islands, and the U.S. Virgin Islands are U S. citizens
or nationals.
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5. Reporting Illegal Aliens (7 CFR 273.4(b))
The | ocal agency nust report to the INS any individual who the agency
"knows" to be in the United States in violation of the Inmgration
Nationality Act. The household nust present a Final Oder of
Deportation in order for the | ocal agency to "know' that the person
isinviolation to nake the report to the INS. |In no other instance
may the agency nake the report to the INS
I f a household menmber presents a Final Order of Deportation issued by
INS or by the Executive Ofice of Immgration Review, the | oca
agency director nmust report to INS. The report must include the
i ndi vi dual ' s:
. nane
. addr ess
. other identifying information
The agency nust send the report to:
Di rector
Policy Directives and Instructions Branch
I mmigration and Naturalization Service
425 | Street, N W
Room 4034
Washi ngton, D.C. 20535
ATTN: I NS No 2070-00
G SOCI AL SECURI TY NUMBERS (7 CFR 273. 6)
1. Requirements for Participation

An applicant nust provide the | ocal agency with the Social Security
nunber (SSN) of each househol d nenber, or apply for a number before
certification. This provision applies to participating or applying
househol ds.

During the eligibility interview, the agency must explain to the
applicant or participant that refusal or failure w thout good cause
to provide or apply for an SSN will result in disqualification of the
i ndi vi dual for whom the nunber is not obtained.

If an individual has nore than one SSN, the agency nust request and
t he househol d nust provide all the nunbers.
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2. Obtai ning a Social Security Nunber

For individuals who provide the SSN before certification or at any
other time, the agency must record the SSN and verify it according to
Part I11.A1.j.

For individuals who do not have a SSN, those who do not know if they
have a number, those who are unable to find and therefore cannot
provi de their nunmber or those whose nunbers appear questionable, the
agency nust direct the household to subnmit Form SS-5, Application for
a Social Security Nunber, to the Social Security Adm nistration
(SSA). The agency mnust advi se the household where to file the
application for an SSN and di scuss what evidence will be needed to
obtain an SSN. Evidence needed includes a U S. public record of
birth established before age five or other verification of birth,
such as religious records whose validity is not questionable, or
hospital records, if they can be verified by the SSA. Wile
religious and hospital records will entitle the individual to an SSN
further proof of birth is required by the SSA to establish
eligibility for Social Security benefits.

If the household is unable to provide proof of application for the
nunber for a newborn when the child is first added to the case, the
househol d nust provi de the nunber or proof of application at its next
recertification or within six months, whichever is later. |If the
househol d is unable to provide the nunmber or proof of application
within the tine allowed, the agency nust determine if good cause
provi si ons exi st.

The agency shall advise the household that proof of the application
for an SSN from SSA will be required prior to certification, and
suggest that the household nenber ask the SSA for proof of the
application for an SSN. SSA has a Form SSA-5028, Receipt for
Application for a Social Security Number, for this purpose. Loca
agenci es may al so devise their own formfor this purpose; however,

t hese nust receive the approval of the Regional Food Stanp
Speci al i st .

3. Failure to Conply (7 CFR 273.6(c))

If the local agency determnines that a household nmenber has refused or
failed without good cause to provide or apply for an SSN, then the

i ndi vidual without the SSN is disqualified fromparticipation in the
Food Stanp Program The disqualification applies to the individua
for whomthe SSN is not provided and not to the entire househol d.
Part Xl I.E. contains instructions for the treatnent of incone and
resources of the disqualified household nenber.
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4, Det erm ni ng Good Cause (7 CFR 273.6(d))

In determining if good cause exists for failure to conmply with the
requi renent to provide an SSN, the |ocal agency must consider
information fromthe househol d nenber and SSA

Good cause for failing to apply for a number includes docunentary
evi dence or collateral information that the household has made every
effort to supply SSA with the necessary information to conplete an
application for an SSN. Good cause does not include del ays due to
illness, lack of transportation or tenporary absences, because SSA
makes provisions for mailing in applications for the SSN. If a
househol d can show good cause why an application for an SSN has not
been conpl eted, the menber in question shall be allowed to
participate for one nonth in addition to the nonth of application for
food stanps. Good cause for failure to apply must be shown nonthly
thereafter in order for such a household nenmber to continue to
partici pate.

If the household is unable to obtain the docunents required by SSA in
order to apply for an SSN, the eligibility worker shall assist the
i ndi vidual in obtaining these docunents.

5. Ending Disqualification (7 CFR 273.6(e€))

Once a person has been disqualified for refusal or failure to provide
an SSN or apply for an SSN, the disqualified menber nust provide an
SSN before eligibility can be established.
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SSA Quarters of Coverage Verification Procedures for Legal Immigrants

Individuals who are not citizens of the U.S. may be eligible for the
Food Stamp Program if their immigration status is one of five classes.
(See Part VII.F.l1l.) One of the eligible classes requires that the
immigrant must be credited with 40 quarters of work. This appendix, in
conjunction with the State Verification Exchange System (SVES) User
Guide, contains the process for determining the number of qualifying
quarters with which a household can be credited.

To determine the number of quarters available to an eligible immigrant
household member, the EW must obtain answers to the following
questions:

1. How long has the applicant, the applicant’s spouse, or the
applicant’s parents (before the applicant turned 18) lived in this
country?

2. How many years has the applicant, the applicant’s spouse, or the

applicant’s parents (before the applicant turned 18) commuted to
work in the U.S. from another country before coming to the U.S. to
live, or worked abroad for a U.S. company or in self-employment
while a legal resident of the U.S.?

(If the total number of years to both questions is less than 10
years, the agency does not need to ask question 3 because the 40-
quarter standard cannot be met.)

3. In how many of the years reported in answer to question 1, did the
applicant, the applicant’s spouse, or the applicant’s parent earn
money through work?

(To determine whether the applicant’s earnings were sufficient to
establish “quarters of coverage” in those years, the agency should
refer to the income chart included in this appendix.)

If the answer to question 3 is 10 years or more, the EW must verify,
from USCIS documents or other documents, the date of entry into the
country for the applicant, spouse and/or parent. If the dates are
consistent with having 10 or more years of work, an inquiry through SVES
must be made.

The applicant must complete the consent form by providing full name,
social security number and date of birth of each individual (self,
spouse, or parent) whose work history is relevant to the determination
of eligibility. In addition, the applicant must provide a release form
signed by each such individual, except deceased persons, giving the
Social Security Administration (SSA) permission to release information
through SVES on that individual to the agency and/or the applicant. The
form must be retained in the case file to document the individual’s
consent. A consent form is valid for 12 months from the time of the
signature.
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Information received through SVES will not report earnings for the
current year and possibly not the last year’s earnings. The household
must provide verification of earnings through pay stubs, W-2 forms, tax
records, employer records, or other documents, if the quarters of this
period are needed to qualify for assistance.

If the household believes the information from SSA is inaccurate or
incomplete, beyond the current two-year lag period, the household must
be advised to provide the verification to SSA to correct the inaccurate
income records.

In evaluating the verification received directly from the household or
through SVES, the EW must exclude any quarter, beginning January 1997,
in which the person who earned the quarter received benefits from the
TANF, SSI, Medicaid or Food Stamp Programs. This evaluation also
includes benefits from the Nutritional Assistance Program from Puerto
Rico, the Northern Mariana Islands, or American Samoa.

In situations when consent to release information through SVES cannot
be obtained from a parent or spouse for a reason other than death,
information about quarters of coverage must be requested directly from
the Social Security Administration. The applicant or EW must complete
the Request for Quarters of Coverage (QC) History Based on Relationship
form, SSA-513. The form must be completed to specify the period(s) for
which the verification is requested. The completed form must be
submitted to:

Social Security Administration
P.0O. Box 17750
Baltimore, Maryland 21235-0001

When the SSA is unable to determine if a quarter should be allowed, the
SVES inquiry will show “Z” or “#” codes. If an applicant cannot meet
the 40-quarter minimum without using a questionable quarter, SSA will
investigate the questionable quarter(s) and will either confirm or deny
the quarter. Form SSA 512, Request to Resolve Questionable Quarters of
Coverage (QC), must be used to resolve quarters before 1978. A copy of
the SVES report must accompany the completed form. Form 512 must be
submitted to the address above to the attention of the Office of Central
Records Operations.

For questionable quarters for 1978 or later, the applicant must complete
Form SSA-7008, Request for Correction of Earnings. This form is
available at local SSA offices. The completed form, annotated on the
top with “Welfare Reform”, and proof of earnings must be submitted to:

Social Security Administration
Office of Central Records Operations
P.0O. Box 17752

Baltimore, Maryland 21235-0001
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Establishing Quarters

The term “quarter” means the 3-calendar-month periods ending with
March 31, June 30, September 30 and December 31 of any year.

Social Security credits (formerly called “quarters of coverage”) are
earned by working at a job or as a self-employed individual. A maximum
of 4 credits can be earned each year.

Credits are based solely on the total yearly amount of earnings. All

types of earnings follow this rule. The amount of earnings needed for
each credit and the amount needed for a year in order to receive four

credits are listed below.

Quarter Annual Quarter Annual
Year Minimum Minimum Year Minimum Minimum
1978 $250 $1000 1992 $570 $2280
1979 $260 $1040 1993 $590 $2360
1980 $290 $1160 1994 $620 $2480
1981 $310 $1240 1995 $630 $2520
1982 $340 $1360 1996 $640 $2560
1983 $370 $1480 1997 $670 $2680
1984 $390 $1560 1998 $700 $2800
1985 $410 $1640 1999 $740 $2960
1986 $440 $1760 2000 $780 $3120
1987 $460 $1840 2001 $830 $3320
1988 $470 $1880 2002 $870 $3480
1989 $500 $2000 2003 $890 $3560
1990 $520 $2080 2004 $900 $3600
1991 $540 $2160 2005 $920 $3680

If a current year quarter is included in the computation, use the
current year amount as the divisor to determine the number of quarters
available.

For quarters earned before 1978:

A credit was earned for each calendar quarter in which an
individual was paid $50 or more in wages (including agricultural
wages for 1951-1955);

Four credits were earned for each taxable year in which an
individual’s net earning from self-employment were $400 or more;
and/or

A credit was earned for each $100 (limited to a total of 4) of

agricultural wages paid during the year for years 1955 through
1977.
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Social Security Administration

Consent for Release of Information
TO: Social Security Administration

Name Date of Birth Social Security Number

I authorize the Social Security Administration to release information or records
about me to:
NAME ADDRESS

I want this information released because:

(There may be a charge for releasing information.)
Please release the following information:

__Social Security Number

__Identifying information (includes date and place of birth, parents' names)
__Monthly Social Security benefit amount

__Monthly Supplemental Security Income payment amount

__Information about benefits/payments I received from to
__Information about my Medicare claim/coverage from to
specify)

___Medical records
__Record(s) from my file (specify)

__ Other (specify)

I am the individual to whom the information/record applies or that person's parent (if a minor)
or legal guardian. I know that if I make any representation which I know is false to obtain

information from Social Security records, I could be punished by a fine or imprisonment or
both.

Signature:
(Show signatures, names, and addresses of two people if signed by mark.)
Date: Relationship:

SSA-3288
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Dat e of Request OMB NO. : 0960- 0575

Request for Quarters of Coverage (QC) H story Based on Rel ationship

Conpl ete the informati on bel ow when requesting QC history for applicants
who qualify as spouse or parent(s) to lawfully admtted non-citizen. Mail
the formto the Social Security Admnistration, P.O Box 17750, Baltinore,
MD 21235-0001.

Print
Nane:

Last First M.

SSN: - - Date of Birth: - -

Rel ationship to Applicant:

Not e: Conplete the year colum and circle the pertinent quarter(s) for the

year. SSA will provide information only for years and quarters you
i ndi cate.

QC PATTERN QC PATTERN
Year 1st Q 2nd Q 3rd Q 4th Q Year 1st Q 2nd Q 3rd Q 4th Q

Agency’ s Nane
Agency Address

Cont act Person
Tel ephone Nunber

Form SSA-513 (9/97)
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OVB No: 0960- 0575

Dat e of Request

REQUEST TO RESOLVE QUESTI ONABLE QUARTERS OF COVERAGE (QC)

Conpl ete the informati on bel ow when the QC array contains either a (#)

pound sign or code “Z” prior to 1978. Miil the formand a copy of the

systenm s printout to the Social Security Administration, P.O Box 17750
Bal tinore, MD 21235-0001.

Pri nt
Nane:
- Last First M
SSN: - - Date of Birth: - -
MM DD YY
Request Years
19 , 19 , 19 , 19 , 19 , 19 ,
19 , 19 , 19 , 19 , 19 , 19 ,
OoR
19 thru 19 19 thru 19 19 thru 19

State’'s Name & Address

Contact Person’s Nane
&
Tel ephone Nunber

The Paperwork Reduction Act of 1995 requires us to notify you that this infornation collection is in
accordance with the cl earance requirenments of section 3507 of the Paperwork Reduction Act of 1995.
We may not conduct or sponsor, and you are not required to respond to, a collection of information
unless it displays a valid OVB control nunber.

SSA-512
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Systematic Alien Verification for Entitlenments Program

Section 121 of the Inmigration Reformand Control Act of 1986 (I RCA)

Public Law 99-603, required a systemfor verifying the inmm gration status
of immgrants applying for certain types of benefits, including food
stanps. The Systematic Alien Verification for Entitlements (SAVE) Program
was intended to prevent the issuance of benefits to ineligible imigrants.

I mmigrants must submit docunentation of their immigration status before
eligibility can be deternmined for food stanps. (Part VII.F. outlines the
categories of eligible inmgrants.) Once docunentation has been provided
by the househol d, the agency may deternine the validity of the docunents by
conmparing the information submitted with current inmmigration records

mai ntai ned by the Inmigration and Naturalization Service (INS). The
process described in this appendix may al so be used to obtain information
about an imrigrant’s sponsor to satisfy the requirements of Part XiI.C

Verification is obtained through two processes:

1. Primary verification - a direct access to INS files via tel ephone or
per sonal conputer;

2. Secondary verification - a manual procedure conpleted in addition to
or in place of primary verification via Form G 845S.

If an agency elects to use SAVE to validate the verification provided by
the househol d, verification for inmgrants with permanent status should not
be resubmitted through SAVE once informati on has been obtained through
SAVE. SAVE shoul d be accessed periodically for inmgrants with a tenporary
or conditional status if an agency elects to use SAVE. In addition, SAVE
shoul d be accessed for inmgrants when their tenporary status expires for

i nformati on about sponsors.

Primary Verification

Primary verification is the automated nmethod of accessing the Alien Status
Verification Index (ASVI), the INS database. SAVE regulations require that
automat ed access to ASVI nust be attenpted before attenpting the manual
paper-trail method of secondary verification. There are sone specific

i nstances however, when the secondary verification nethod nmust be used
without attenmpting to access ASVI. These reasons are listed in the
Secondary Verification section of this Appendi x.

ASVI is accessible through the Alien Registration Nunber (A-Nunber) which

shoul d be displayed on INS docunments. ASVI is accessible either by the
| ocal agency directly or through regional/central office contact.
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I nformati on obtained through the ASVI should be conpared with the origina

i mrigration docunment. |If discrepancies are noted, the secondary
verification process nmust be initiated. No negative action nay be taken on
the basis of the automated verification only.

Secondary Verification

The follow ng circumstances require that the | ocal agency skip the use of
ASVI and perform secondary verification inmediately when:

- Itenms presented as docunentation appear altered or counterfeit;
- Docunents have no Alien Registration Nunmber (A-Nunber);

- Docunments contain an A-Number in the A60 000 000 or A80 000 000
seri es;

- The docunent presented is any other formof INS fee receipt;

- The docunent presented is FormI1-181 or 1-94 in a foreign passport
that is endorsed "Processed for |-551, Tenporary Evidence of Lawful
Per manent Residence," and the [-181 or 1-94 is over one year old.

- The docunent presented is an INS receipt for an application for a
repl acenent docunent for a qualified status as listed in Part
VII.F. 1. 9.

- Addi tional information is needed regardi ng sponsorship status,
i ncl udi ng whet her the affidavit of support applies to rules prior to
or after Decenmber 19, 1997, or for the name and address of the
sponsor(s).

- Docunentation is needed to substantiate the status as a victim of
abuse.

- Expi red docunments are presented and the immigrant has a physical or
mental disability that prevents new docunents from bei ng obtai ned
from I NS

In addition to the situations above, secondary verification should also
occur when there is a discrepancy in the records, when there is no INS file
for the individual or when there is an ASVI response "Institute Secondary
Verification."

Secondary Verification Procedures

1. Conpl ete the top portions of INS form G 845S, Docurment Verification
Request and Suppl enent. Separate fornms nust be conpleted for each
imrgrant. A copy of the formfollows this section.
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2. St apl e readabl e copies (front and back) of original inmgration

docurents to the upper left corner of form G 845. Copies of other
docunents used to make the initial alien status determ nation nust

al so be submitted. O her docunmentation could include marriage
records or court docunents that indicate the identity or inmmgration
status of the hol der.

3. Retain a copy of the conpleted G 845S and Suppl enent in the case
record. Mil the forns to the appropriate INS office, as deterni ned
by the listings at the end of this section. Do not send bul k

mai | i ngs.

4, While awaiting the secondary verification fromINS, do not take any
negati ve action against the case or individual on the basis of alien
st at us.

5. Upon recei pt of the G 845S and Suppl ement, conpare the information
with the case record. |If eligibility of the alien is confirmed, file

the G 845S and Suppl enment in case record. Appropriate action to
reduce or terninate benefits nmust be taken if the verification proves
an individual's ineligibility.
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U. S. Departnent of Justice

I'mm gration and Naturalization Service SAVE

OVB #2226-0122

Docurent Verification Request

Section A — to be conpleted by the submtting agency.

To: Inmgration and Naturalization Service

6. Verification Nunber

7. O Photocopy of Docunent Attached.
(If printed on back, attach a copy of the front
and of the back)
O Oher Information Attached (Specify docunents)

From Typed or Stanped Name and Address Subm tting Agency

Attn: Status Verifier

(I'NS may use above address with a #20 w ndow envel ope)

(Benefits) (Year Case Nunber)
AFDC

Educati on Grant/Loans/Wor kst udy

Food St anp

Housi ng Assi stance

Medi cai d/ Medi cal Assi stance

Unenpl oynent T nsurance

Enpl oynent Aut hori zation

o oo o o O O

O her (specify)

1. Alien Registration or [-94 Numer

2. Applicant’s Nane (Last, First, Mddle)

9. Nanme of Submtting Oficial

3. Nationality

10. Title of Subnmitting Official

4. Date of Birth (Mnth, Day, Year)

11. Date

5. Social Security Nunber

12. Tel ephone Number

Section B - to be conpleted by INS

1. O This docunent appears valid and relates to a
Lawf ul Pernmanent Resident alien of the
United States.

2. O This docunent appears valid and relates to a
Condi tional Resident alien of the United
States.

3.. O This docunent appears valid and relates to an

alien authorized enpl oynent as indicated

bel ow

a. O Full-Tinme

b. O Part-Tine

c. O No Expiration (Indefinite)
d. O Expires on

(speci fy Month/ Day/ Year, bel ow)

4. O This docunent appears valid and relates to an

alien who has an application pending for
(specify INS benefits bel ow)

5. O This docunent relates to an alien having been

granted asyl unirefugee status in the United
States.

6. O This docunent appears valid and relates to an

alien paroled into the United States pursuant
to Section 212 of the |&N Act.

7. O This docunent appears valid and relates to an

alien who is a Quban/Haitian entrant.

Form G 3455 (Rev. 06/06/89) Y

8. O This docurment appears valid and relates to an
alien who is a conditional entrant.

9. O This docunent appears valid and relates to an
alien who is a noni mm grant
(specify type or class bel ow)

10. O This docurent appears valid and relates to an
alien not authorized enploynent in the United
Stat es.

11. O Continue to process as legal alien. INSis
searching indices for further infornation.

12. O This docunent is not valid because it
appears to be (check all that apply)
a. O Expired
b. O Atered
c. O Counterfeit

I'NS Stanmp

O Pl ease see reverse for additional coments.\
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Comments

13. O No determination can be made from the information submitted. Please obtain a copy of the original alien
registration documentation and resubmit.

14. O No determination can be made without seeing both sides of the document submitted (please resubmit
request).

15 O Copy of document is not readabl e (please resubmit request).

“PRUCOL”
For Purposes Of Determining If Alien Is Permanently Residing Under Color of Law Only!
16. O INSactively pursuesthe expulsion of an alien in this class/category.

17. O INSisnot actively pursuing the expulsion of an alien in this class/category, at thistime.

18. 0 Other

Instructions

Submit copies of both/front and back of alien’s original documentation.

Make certain a complete return address has been entered in the “From” portion of the form.

The Alien Registration Number (“A” Number) isthe letter “A” followed by a series of (7) or (8) digits.
Also in this block may be recorded the number found on Form [-94. (check the front and back of the I-94
document and if the “A” Number appears, record that number when requesting information instead of
the longer admission number as the “A” Number refers to the most integral record available.)

If Form G-845 is submitted without copies of applicant’s original documentation, it will be returned to the
submitting agency without any action taken.

Address this verification request to the local office of the Immigration and Naturalization Service.
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U S. Departnent of Justice
Immi gration and Naturalization Service Docunent Verificati on Request Suppl enent

TO BE COWPLETED BY THE SUBM TTI NG AGENCY

To: I'mm gration and Naturalization Service Dat e

Applicant’s Name (Last, First, Mddle)

Soci al Security Nunber

Aien Registration Nunber or |-94 Nunber

FROM Typed or Stanped Name and Address of Submitting Agency Tel ephone( )

Conplete the following itens: [J#l [I#2 [1#3 [#4 [1#5 [I#6 L#7

TO BE COVPLETED BY | NS

1. | MM GRATI ON STATUS (check al |l that apply):
Fromthe docurment or information submtted and/or a reviewwe find that the person identified is a an:

a. Lawf ul Permanent Resident alien of the United States.

(Conplete b,c,d,g,h, or | if alien adjusted to LPR status fromone of those statuses in the past 7 years.)
b. Refugee adnitted to the United States under Section 207 of the INA (Conplete Item2 bel ow )

c. Asyl ee under Section 208 of the INA (Conplete Item3 bel ow )

d. Alien whose deportation has been withhel d under sections 243(b) of the INA (as in effect prior to April 1,
1997) or whose renoval has been withheld under section 241(b)(3).

Alien paroled into the United States under Section 212(d) (5) of the INA for a period of at |east 1 year.
(conpare Itens 3 and 4 bel ow. )

f. Conditional Entrant pursuant to Section 203(a)(7) of the INAin effect prior to April 1, 1980.

g. Anerican Indian born in Canada to whomthe provisions of Section 289 of the I NA apply.

h. Quban/ Haitian Entrant, as defined in Section 501(e) of the Refugee Education Assistance Act of 1980.
(Conpare Item 3 bel ow)

i. Anerasian immgrant, pursuant to Section 584 of the Foreign Qperations, Export Financing, and Rel ated
Prograns Appropriation Act of 1988. (Conplete Item2 bel ow )

j. Qher (indicate status):

O O oog o o ogog o og
o

2. Date Alien entered the United States
3. Date status was granted:
4. Date status expires:

5. QA TI ZEN STATUS:
[J  This docunent appears valid and relates to a United States citizen.

6. SPEC AL BENEFI T PROVI SIONS FCR CERTAIN VI A TMS CF ABUSE:
[J a. This alien obtained Lawful Permanent (or Conditional) Resident Status as the spouse, child, or widow(er)
of a US citizen.
[ b This alien obtained a Lawful Permanent (or Conditional) Resident Status as the spouse, child, or unmarried
son or daughter of a |awful pernmanent resident alien.
[ This alien did not obtain status as described in (a) or (b).

Form G 845 Suppl enent (9/5/97)
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TO BE COWPLETED BY I NS

7. AFFIDAVIT OF SUPPCRT:
[J a. This alien was sponsored on Form|-864. Affidavit of Support under Section 213A of the | NA
Service recei pt date (Conplete Item 3 on page 1.)
[l b. This alien was not sponsored on Form|-864.

Name of Sponsor Nanme of Joint Sponsor(s) (if any)
Sponsor’s Social Security Nunber Joint Sponsor’s Social Security Nunber
Sponsor’s Address Joi nt Sponsor Address

[l See reverse for information on additional
j oint sponsor(s).

INS Stamp

Thi s suppl ement may be used in conjunction with Form G845 to request verification; it cannot be
used alone. It reflects information that may be relevant to eligibility for Federal, State, and
local public benefits under the Personal Responsibility and Work Opportunity Reconciliation Act of
1996, P.L. 104-193.

Form G 845 Suppl enent (9/5/97) Page
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Agenci es Corresponding to INS, 4420 North Fairfax Dr., Arlington, VA 22203

Al benmar| e

Al exandri a

Al | eghany/ Covi ngt on/

Clifton Forge
Anmher st
Appomat t ox
Arlington
Bat h
Bedf ord
Bl and
Bot et ourt
Bristo
Buchanan
Bucki ngham
Campbel |
Carrol |
Charlotte
Charlottesville
Cl arke
Craig
Cul peper
Cunber | and
Danvill e

Di ckenson

Fai r f ax
Fauqui er

Fl oyd

Fl uvanna
Franklin County
Frederick

Gal ax

Gles

Grayson

Gr eene

Hal i f ax

Har ri sonbur g/ Rocki ngham
Henry/ Martinsville
Hi ghl and

Ki ng George

Lee

Loudoun
Lynchburg

Madi son
Manassas
Manassas Park
Mont gonery

Nel son

Nort on

Or ange

Page

Patri ck

Pittsyl vania
Prince WIliam
Pul aski

Radf ord
Rappahannock
Roanoke City
Roanoke County
Rockbri dge Area
Russel

Scot t
Shenandoah
Snyt h

St af ford

St aunt on/ August a
Tazewel |

Varren
Washi ngt on
Waynesbor o

W nchest er

W se

Wt he

Transm ttal #53
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Agenci es Corresponding to INS, Norfolk Conmrerce Park, 5280 Henneman Drive,

Nor f ol k, VA 23513.

Accomack

Anelia

Brunswi ck

Caroline

Charles City
Chesapeake
Chesterfield/ Col oni al Heights
Di nwi ddi e

Essex

Franklin City
Frederi cksburg

G oucester

Goochl and
Greensvil |l e/ Enpori a
Hanpt on

Hanover

Henri co

Hopewel |

I sl e of Wght
James City
Ki ng and Queen
King WIIliam
Lancast er

Loui sa
Lunenburg

Mat hews

Meckl enbur g

M ddl esex

New Kent
Newport News
Nor f ol k

Nor t hanpt on
Nor t hunber | and

Not t oway

Pet er sburg

Por t smout h
Powhat an
Prince Edward
Prince Ceorge
Ri chmond City
Ri chnond County
Sout hanpt on
Spot syl vani a
Suf f ol k

Surry

Sussex

Vi rgini a Beach
Vst nor el and

W I liansburg

Yor k/ Poquoson

Transmi ttal #43



VI RG NI A DEPARTMENT

OF SOCI AL SERVI CES TABLE OF CONTENTS
12/ 96 VOLUME V, PART VIII, PAGE i
PART VI I | EMPLOYMENT SERVI CES AND VOLUNTARY QUI T/ WORK REDUCTI ON
CHAPTER SUBJECT PAGE
A, WORK REG STRATI ON AND FOOD STAMP EMPLOYMENT
AND TRAI NI NG PROGRAM 1-2
1. Exenption from Wrk Registration 2-4
2. Frequency of Registration for Work 4-5
3. Met hod of Registration for Work 5-6
4, Nonconpl i ance with Work Regi stration
and Enpl oyment Services Sanctions 6-10
B. VOLUNTARY QUI T/ WORK REDUCTI ON 10
1. Exenptions from Voluntary Quit/Wrk Reduction
Provi si ons 10-11
2. Det erm nati on of Voluntary Quit/Wrk Reduction 11-12
3. Vol untary Quit/Work Reduction at Application 12
4, Vol untary Quit/Work Reduction for Participating
Househol ds 12-14
5. Changes in Househol d Conposition after a
Sancti on Has Been Determn ned 14
6. Endi ng Vol untary Quit/Wrk Reduction
Di squalification 15-16
7. Good Cause 16-18
8. Verification 18
C. Sanction Periods for Nonconpliance 19

TRANSM TTAL #39



VI RG NI A DEPARTMENT EMPLOYMENT SERVI CES

OF SOCI AL SERVI CES AND VOLUNTARY QUI T/ WORK REDUCTI ON
3/00 VOLUME V, PART VIII, PAGE 1
A WORK REG STRATI ON AND FOOD STAMP EMPLOYMENT AND TRAI NI NG PROGRAM

Virginia operates the Food Stanp Enpl oynent and Trai ni ng Program (FSET) in
several localities. The Eligibility Wrker is responsible for registering
mandat ory participants and volunteers, and inposing sanctions when
appropriate to do so.

I n agenci es where there is no FSET program the eligibility worker shal

eval uate and record each househol d nenber's work registration status based
on the exenption criteria in Part VIII.A 1. This information nust be
recorded on case entry docunments for statistical purposes. The information
must be reviewed and updated as needed at recertification

For agenci es operating FSET, the provisions which followin the rest of Part
VIIT.A apply.

Addi tionally for FSET agencies, the same work-rel ated requirements of the
Virginia Initiative for Enploynment not Welfare Program (VIEW for TANF

reci pients nust be conplied with for food stanmps for TANF recipients who

al so receive food stanps. Food stanp sanctions for nonconpliance however
may not be inposed agai nst persons who woul d ot herw se be exenpted from food
stanp work registration for any reason other than being an Enpl oynment
Services registrant (Part VIII.A 1.c). |In addition, sanctions for
nonconpl i ance may not exceed the period described at Part VIII.C

Househol ds jointly processed for Food Stanps and SSI shall have the work
regi stration requirement waived until the household nmenber is deternined
eligible for SSI and thereby becomes exenpt fromwork registration; or, the
househol d nmenber is determined ineligible for SSI. The determi nation of the
househol d nmenber's work registration status would then be made no | ater than
at the next regularly schedul ed recertification.

Regi strants who nmove out of a locality must re-register in the new locality.

If the eligibility worker has required an individual to register for work
and the agency enploynment and training (E & T) worker disagrees, the E & T
wor ker may request that the EWreconsider its determ nation. The EW nust
respond to such a request within 30 days. The EWs response to such a
request will be accepted by the E & T worker as final

Work registrants shall participate in the Enployment and Training Programif
assigned by the agency to the E & T Program respond to a request fromthe

| ocal agency for supplenmental information regarding enploynment status or
availability to work; report to an enployer to whomreferred by the

Enpl oynent and Training Programif the potential enployment neets the
suitability requirenments described in Part VIII.B.7.i.; and, accept a bona
fide offer of suitable enploynent to which referred by the Enpl oyment and
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Trai ning Program at a wage not |ess than the higher of the applicable State
or federal mnimmwage. Evaluations of conpliance with these itens are
made by the E & T worker, not the eligibility worker.

1. Exenption from Wrk Registration (7 CFR 273.7(b))

The followi ng persons are exenpt fromthe work registration
requirenment:

a. Any househol d nenber who has not attained his/her 16th birthday
or who has attained the age of 60.

b. Any househol d nenber 16 or 17 years old who is not the head of
the household as defined in Part VI.D

c. Enpl oynent Service Registrants. This exenption only applies to
TANF recipients referred to the agency's Enpl oynment Services
Program and to GR recipients not exenpt from GR work
registration, but who live in a locality that does not operate
FSET and are therefore registered with ESP. Accept the
client's statenment unless the information is questionable.
Verification of enploynent services referral or registration
can be obtained fromthe TANF or GR eligibility case file if
necessary.

d. A parent/caretaker of a child under 6. Accept the client's
statenment unless the information given is questionable. The
regi stration requirement nmust be fulfilled at the next
schedul ed recertification following the child' s 6th birthday,
unl ess ot herw se exenpt.

In two parent situations, only one parent may receive the
exenption for their children. |If nmore than one famly unit
exists in the food stanp household, only one adult per fanmly
unit may receive the exenption

When non-siblings exist in the food stanp household, the EW
must determ ne through client statement which adults in the
home exert parental control over which children for purposes of
determ ning the exenption.

Exanpl es
1) The househol d consists of a married couple and their 4
year old son. M. X is disabled and receiving SSI. He

is exenpt based on his disability. Ms. X is exenpt on
the basis of the child under 6.

TRANSM TTAL #47
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2) The household consists of a married couple and their
two children, ages 2 and 4. Either parent is exempt
on the basis of the children under 6. The other
parent must be registered for work if not otherwise
exempt.

3) The household consists of two sisters, each of whom
has a child under 6. Each sister is exempt.

e. An attendant for an incapacitated person. The incapacitated
person is not required to be a household member. Accept the
client's statement unless the information given is

questionable.
f. Applicants for and recipients of unemployment compensation
in Virginia. Since persons who apply for unemployment

compensation in Virginia (for Virginia benefits) are
automatically registered for Food Stamp purposes no special
registration is necessary with one exception. Persons on
strike who have applied for, but are not receiving
unemployment compensation are not registered for work by the
VEC and, therefore, must be registered by the local agency.
If the exemption claimed is questionable, the EW is
responsible for verifying the exemption with the appropriate
VEC Office. Persons who have applied for unemployment
compensation in another state and are not yet receiving the
benefit, however, are not automatically exempt from work
registration. The EW must contact the state in which
application was made to find out if the person was
registered for work at the time of application for
unemployment compensation. Persons who have filed an
interstate claim in Virginia against the state they have
recently left are also exempt.

g. Regular participants in a drug or alcoholic treatment and
rehabilitation program. Accept the client's statement
unless the information given is questionable.

h. A person who is employed for cash wages, in any amount, or
self-employed and working a minimum of 30 hours per week.
This shall include migrant and seasonal farm workers who are
under contract or similar agreement with an employer or crew
chief to begin employment within 30 days. In determining
whether an applicant is working a minimum of 30 hours per
week, fluctuating work hours may be averaged. Since this
exemption is tied to a weekly figure, the period for
averaging should also be tied to a weekly figure. The
number of weeks to be averaged cannot exceed either the
length of the certification period or the twelve-month work
registration period. The average may be based on any number

TRANSMITTAL #63



VIRGINIA DEPARTMENT EMPLOYMENT SERVICES
OF SOCIAL SERVICES AND VOLUNTARY QUIT/WORK REDUCTION

7/05 VOLUME V, PART VIII, PAGE 4

of weeks less than either of these two periods which will
allow a reasonable approximation of the number of hours
worked per week. Accept the client's statement unless the
information given is questionable.

i. Persons working less than 30 hours per week, but earning at
least the equivalent of the federal minimum wage multiplied
by 30 hours.

J. Persons who are obviously physically or mentally
incapacitated. When disability is not obvious, proof of the
disability may be established by the approval for or receipt
of disability benefits. See Definitions. Also, approval
for or receipt of benefits such as TANF, GR, Medicaid, or
Workers Compensation based on a disability which has been
verified by that program will be considered as proof of
disability. Other individuals claiming a disability
exemption must substantiate such disability by a medical
statement from a licensed medical provider or licensed or
certified psychologist or by approval for or receipt of
benefits upon verification of same, such as an insurance
company.

k. A student enrolled at least half-time in an institution of
higher education who meets the special eligibility criteria

of Part VII.E.

1. Other persons enrolled at least half-time in any recognized
school or training program, including summer school.

NOTE: A placement by the Food Stamp Employment and Training
Program does not exempt a person from work registration.

2. Frequency of Registration for Work (7 CEFR 273.7(c))

Each person required to register shall do so at the time of
application or reapplication, and every twelve months thereafter.
New household members, added during the certification period, must
be registered at recertification.

The EW must explain to the applicant the work registration
requirements, an individual's rights and responsibilities, and the
consequences of failure to comply with the registration process
and work requirements.
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The local agency must provide a work registration form to the
applicant for each household member required to register and
permit the applicant to complete the form for those members.
Household members are considered to have registered when a
completed form for that individual is received by the local
agency.

If a household member who is subject to the time-limited benefits
of Part XV loses his exemption status within the certification
period because of a change in the number of work hours, that
household member must register for work when the change is
reported. If the change is reported in person by the household
member required to register, the person must complete the work
registration form at the time the change is reported, unless this
is not possible, in which case the household member must return
the form to the local agency within 10 days. If the change is
reported in person by a household member other than the one
required to register, the person reporting the change may complete
the form at the time the change is being reported or deliver the
form to the member required to register.

If the change is reported by phone or through the mail, the local
agency 1is responsible for providing the participant with a work
registration form. Participants will be responsible for returning
the form to the agency within 10 calendar days from either the
date the form was handed to the household member reporting the
change in person, or the date the local agency mailed the form.

If the household fails to return the form, the local agency must
issue an Advance Notice of Proposed Action stating that either the
household is being terminated or suspended, if the individual is
the head of household or, that only the individual is being
disqualified. The length of the disqualification period will be
determined by the number of times an individual fails to comply
with the requirements of Part VIII. See Part VIII.C for the
disqualification periods.

Household members who lose their exemptions, due to a change in
circumstances that is not subject to the reporting requirements of
Part XIV.A, must register for work at the household's next
recertification.

3. Method of Registration for Work

The method of registration will be accomplished as follows:

a. Initial Application and Reapplication - complete an
Employment Services Registration form for each nonexempt
household member. The completed form is to be forwarded to
the FSET worker within 5 days after the household is
certified. A copy must be retained for the case file.
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Every twelve months thereafter - Complete an Employment
Services Registration form for each nonexempt household
member. The EW must forward the completed form to the FSET
worker within 5 days after certification. A copy must be
retained in the case file.

Changes in Work Registration Information - The EW must submit
the changes to the FSET worker within 30 days from the date
the change becomes known to the EW. Such changes include
informing the FSET worker that a client is no longer required
to be registered.

Recertification - At each recertification all household
members must be evaluated to determine if the work
registration exemption for the individual is still wvalid.
Registration must occur if an individual is no longer
exempted or i1f the 12-month prior registration period has
ended. The exemption status must be revised if a different
exemption exists.

4. Noncompliance with Work Registration and Employment Services

Requirements (7 CFR 273.7(g))

a.

If an individual, other than the head of the household, as
defined in Part VI.D, fails, without good cause, to comply
with work registration or employment and training
requirements, that individual will be ineligible to
participate in the Food Stamp Program. The individual will
be disqualified and the income and resources handled
accordingly as per the related policies of Part VI.C.2 and
Part XII.E of this Manual.

If the head of the household fails to comply, the entire
household is ineligible to participate.

Ineligibility of the individual or entire household will
continue until:

1) the individual becomes exempt from work registration,
other than through the exemptions in Part VIII.A.l.c
(PA ESP registrants) or Part VIII.A.l1l.f (unemployment
compensation) ;

2) the individual is no longer a member of the household
although any new household containing the individual
must be evaluated under Part VIII.A.4.e to determine
whether a continuation of a sanction would be
appropriate; or

3) the sanction period expires, as outlined in Part
VIII.C.
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A household determned to be ineligible due to failure of its
head to conply with enpl oynent program provi sions may
reestablish eligibility if a new and eligible person joins the
househol d as its head of househol d.

NOTE: The Food Stanp Enpl oyment and Training Program (FSET)
does not operate statewi de. The situation may occur where an
i ndi vi dual or househol d disqualified for nonconpliance with
FSET nmoves to a locality with no FSET services. |n such

i nstances, the provisions of this section still apply except
that conpliance with the enpl oynent and training program
requirenents (item1) will not be expected.

c. Foll owi ng the end of the disqualification period for
nonconpl i ance with the work registration or enploynment and
trai ning requirenments, participation nmay resunme if the
di squal i fi ed househol d applies again, is determ ned eligible,
and conmplies with the registration or enploynment and training
requirenents. If only the individual household nmenber has been
di squalified, the nenber nust be added back to the househol d
for the first nonth followi ng the end of the disqualification
period if there is conpliance with the enployment and training
program requirenents.

d. Wth the exception of the situation where a household nenber
refuses to register in the first place, it will be the
responsibility of the E & T worker to determ ne whether the
househol d has failed to conply and whet her good cause exi sts,
prior to informng the EWof a failure to conply. The E & T
wor ker must al so determine if conpliance exists at the end of
the sanction period or upon reapplication.

Wthin 10 days of receiving such notification fromthe E & T
wor ker, the EWnmust send the household a sanction notice and
informthe E & T worker when the notice is sent. The notice
must state the act of nonconpliance, the proposed period of
disqualification and the fact that the household nay reapply at
the end of that period.

For househol ds whose certification periods are not yet

expiring, the Food Stanp Sanction Notice for Nonconpliance with
a Wrk Requirenent nmust be sent such that a ten day advance
notice period is provided. A joint Advance Notice of Proposed
Action must be used however, if both public assistance and food
stanp benefits are adversely affected. The sanction notice can
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be attached to the Advance Notice to explain the information
outlined in the paragraph above. The disqualification period
will begin with the first month followi ng the end of the
advance notice period, unless a fair hearing is requested
during the advance notice period.

For househol ds whose certification periods are endi ng, where
the disqualification will be effective the first of the nonth
following the current certification period, the Food Stanp
Sanction Notice for Nonconpliance with a Wrk Requirenment nust
be sent to informthe household of the disqualification

A sanction notice nust also be sent to the household in cases
where eligibility is ending for a reason unrelated to the
nonconpl i ance, even if prior notification of closure for

anot her reason had al ready been provi ded.

If a hearing is requested and benefits are continued and the
agency action is ultimately sustained, the disqualification
period will be inmposed as soon as administratively possible
foll owing receipt of the hearing officer's decision. No
further notification to the household is required.

Usual |y, an agency's failure to take negative action tinely
results in a situation where a claimfor an overissuance nust
be filed. However, if the agency fails to send notification of
the sanction in a tinmely manner, no claimis filed for the
mont hs the sanction should have been inposed. Rather, the
sanction will be inposed when the notification is finally sent,
foll owing the guidelines for inposition described in the

par agr aphs above.

e. I f any househol d nenber who failed to conply joins another
househol d and is the head of that household, then that entire
new household will be ineligible for the remai nder of the

di squalification period.

If the member who failed to conply joins another househol d but
is not the head of the household, the individual will be
considered a disqualified household nmenber under Part VI.C. 2.

f. The | ocal agency nust determ ne whet her good cause for any
nonconpl i ance exists. Wile this is primarily the
responsibility of the E & T worker, the EWnmay need to report
any new information to the E & T worker prior to inmposing the
appropriate sanction.
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In determining i f good cause exists, the agency nust consider
all information, including information submitted by the
househol d nmenber involved and the enployer. Good cause shal

i ncl ude circunstances beyond the nmenmber's control, such as, but
not limted to, illness, illness of another household nember
requiring the presence of the nenber, a household energency or
the unavailability of transportation.

g. A household nmay contain a nmenber who is exenpt from Food Stanp
wor k registration because of registration through TANF or GR or
as an applicant or recipient of unenploynment conpensation (UC).

If such a menber fails to comply with an enpl oynment program
requi rement for TANF or GR, it shall be treated as though the
menber failed to conply with the correspondi ng food stanp
requi renents.

If a household nmenber fails to conply with an UC requirenent
conparable to a food stanp registration or FSET requirenent, it
shall be treated as though the member failed to conply with
correspondi ng food stanp requirenents. The agency nust first
deternm ne whether the UC requirenent was conparable to one in
the Food Stanp Program Simlarly, if there is a |loss or
deni al of UC benefits, the |local agency mnust determ ne whether
the | oss or denial was caused because a househol d nenmber
refused or failed, wthout good cause, to conply with a work
requi renment and, if so, whether the requirement was conparable
to a work registration or enploynment and training requirenment
in the Food Stanp Program The UC requirement will not be
considered conparable if it places responsibilities on the
househol d whi ch exceeds those i nposed by the food stanp work
regi stration requirenents.

The individual or entire household (if the individual who
committed the violation is the head of the household) shall be
di squalified unless good cause as described in Part VIII.A 4.f
exi sts for ESP violations or conparable UC requirenments. The
| ocal agency nust provide the household with a Food Stanp
Sanction Notice for Nonconpliance with a Wrk Requirenent
within 10 days after |earning of the household menmber's
nonconpl i ance with the UC or ESP requirenent, and follow the
other notification requirenents described in Part VIII.A 4.d.

A disqualified individual or household nay resume participation
in the Food Stanp Programif the conditions in Part

VIII.A 4.b., Part VIII.A 4. c., or Part VIII.A 4.e. are net.
The househol d or individual will not be disqualified from

participation if the nonconplying nenber nmeets one of the work
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regi stration exenptions listed in Part VIII.A 1., other than

the exenptions for enpl oynent service programregi strants or
unenpl oynment conpensati on applicants and recipients.

Exanpl e

A TANF nother with child age 4 is an VIEWregistrant.
She failed to conplete a job search. However, she is
exenpt from food stanp work registrati on because she has
a child under 6, so no food stanmp sanction is inposed.

Househol d nmenbers who fail to conmply with UC requirenents that
are not conparable will not cause the household to be
disqualified but they will lose the exenption status as

unenpl oynment conpensation applicants and recipients. They nust
register for work in the Food Stanp Program at the tine the
exenption status is |ost, unless otherw se exenpt. The
registration formnust be annotated to show the reason for
registration before it is forwarded to the E & T worker.

B. VOLUNTARY QUI T AND WORK REDUCTION (7 CFR 273.7(n))

An i ndividual who quits a job of 20 hours or nore per week or who reduces
the work effort so that |ess than 30 hours per week renmain after the
reduction is not eligible for food stanps unless the person is exenpted
fromwork registration requirenments, as outlined in Part VIII.A 1., or

unl ess good cause can be documented for the quit or reduction. |If the
person is the head of the household, as defined in Part VI.D., the entire
househol d is ineligible for participation in the Food Stanp Program The

Il ength of time the individual or household is ineligible will be determ ned
by the nunber of previous violations for this Part that have been incurred
by the individual. The disqualification periods are listed in Part VIII.C.

At the time of application, the |Iocal agency nust explain to the applicant
the consequences of a househol d nmenmber quitting a job or reducing the
nunber of hours worked w thout good cause and of the consequences of a
person joining the household as its head if that individual has voluntarily
quit enployment or reduced the work effort.

The Food Stanp Sanction Notice for Nonconpliance with a Wrk Requirenent
contains the information required to be told to the household when a case
is being denied or closed due to a sanction for voluntarily quitting or
reduci ng enpl oynent without good cause.

1. Exenptions from Voluntary Quit and Work Reduction Provisions

Persons who are exenpt fromthe work registration provisions in Part
VIIT.A 1. at the time of the quit or work reduction, with the
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exception of those exenpted because of registration with Enpl oynment
Services for TANF or CGR and because of enploynent (Part VIII.A 1.(c
and h)), will be exenpt fromthe voluntary quit and work reduction
provi si ons.

For applicants, if the quit or work reduction occurred prior to the
date of application, evaluate work registration on the date of
application to determ ne whether the household is exenpt from
voluntary quit or work reduction provisions. |[|f the quit or work
reduction occurred after the date of application but before the case
was processed, evaluate work registration status on the day of the
quit or work reduction to determ ne whether the household is exenpt
fromvoluntary quit or work reduction provisions.

For participati ng househol ds, eval uate the househol d nmenber's work
registration status on the day of the quit or work reduction to
determ ne whether the household is exenpt fromvoluntary quit or work
reducti on provisions.

2. Determ nation of Voluntary Quit or Work Reduction

When a househol d files an application for participation or when a
partici pating household reports the |oss of a source of income or
reduced i nconme, the local agency nust determ ne whether any househol d
menber quit a job or purposefully reduced the nunmber of hours worked.

a. Vol untary quit provisions apply if:
1) the enpl oynent involved 20 hours or nore per week or
provi ded weekly earnings at |east equivalent to the

federal m ninum wage multiplied by 20 hours;

2) the quit occurred within 60 days prior to the date of
application or any tinme thereafter; and

3) the quit was w thout good cause.
b. Work reduction provisions apply if:
1) the enpl oynent involved nmore than 30 hours per week;
2) fewer than 30 hours per week exist after the reduction
3) the reduction occurred within 60 days prior to the date

of application or any tine afterwards; and

4) the reduction was w thout good cause.

TRANSM TTAL #50



VI RG NI A DEPARTMENT EMPLOYMENT SERVI CES
OF SOCI AL SERVI CES AND VOLUNTARY QUI T/ WORK REDUCTI ON

6/01

VOLUME V, PART VIII, PAGE 12

Changes in enploynment status that result fromending a self-

enpl oyment enterprise or resigning froma job at the demand of the
enpl oyer do not count as voluntary quit for purposes of this chapter
Changes in enploynment status will also include situations in which
renewal contracts are not offered or a decision is made not to
reenlist in the mlitary. Failure to accept a renewal offer of a
contract with conparable terns will count as voluntary quit.

An enpl oyee of the federal, state or | ocal government who
participates in a strike against that government and is disni ssed
fromthe job because of participation in the strike, will be
considered to have voluntarily quit the job w thout good cause.

If an individual quits a job, secures new enpl oynent at conparabl e
wages or hours, and is then laid off, or through no fault of his own
| oses the new job, the earlier quit will not formthe basis of a

di squalification.

Vol untary Quit or Work Reduction at Application

Upon a determ nation that a household nenber voluntarily quit

enpl oyment or reduced the work effort, the |ocal agency nust
deternmine if the quit or reduction was for good cause, as defined in
Part VIII.A 4. and B.7.

For an applicant household, if the quit or reduction was w thout good
cause, the household's application must be denied and a sanction

i mposed in accordance with Part VIII.C. The sanction period will be
fromthe date of the quit or work reduction. The |ocal agency nust
provi de the household with a Notice of Action to deny the
application. The notice nust informthe household of the proposed
disqualification period, its right to reapply at the end of the

di squalification period, and of its right to a fair hearing. For
voluntary quits or work reductions that occur after the date of
application but before the application is processed, the household
may be eligible for benefits for the period of tine prior to

i mposition of the sanction. See Part Xl I11.D.2. for information on
prorating benefits in these situations.

An application filed in the last nonth of disqualification nmust be
used for the denial of benefits in the remining nonth of
disqualification and for certification for any subsequent month(s),
if all other eligibility criteria are net.

Vol untary Quit or Work Reduction for Participating Households (7 CFR
273.7(n) (1) (vi))

If the local agency deternines that a nenber of a participating
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househol d voluntarily quit a job or voluntarily reduced the work
effort wi thout good cause while participating in the program or

di scovers a quit or reduction that occurred within 60 days prior to
application for benefits or between application and certification,
and the individual is not otherw se exenpt fromwork registration at
the tinme of the action, the individual or household wll be
disqualified. The local agency nmust provide the household with an
Advance Notice of Proposed Action within 10 days after the
determination of a quit or reduction. The notice rmust include the
particul ar act of nonconpliance conmitted, the proposed period of
ineligibility, and it rmust specify that the household may reapply at
the end of the disqualification period. The period of ineligibility
shall be assigned in accordance with Part VIII.C and shall run
continuously beginning with the first of the nonth after all normal
procedures for taking adverse action have been foll owed.

If a voluntary quit or work reduction occurs in the last nmonth of a
certification period, or is discovered in the last nonth of the
certification period, the procedure the agency foll ows depends on
whet her or not a recertification application is filed.

If a recertification application is filed by the end of the
certification period, the household shall be denied or the

i ndi vidual will be disqualified beginning with the day after the
certification period ends.

I f the househol d does not apply for recertification by the end of the
certification period, establish a claimfor benefits received for up
to the nunmber of nmonths for the penalty, beginning the first of the
month after the month in which the quit or reduction occurred. |If
there are fewer than the nunber of nonths for the penalty fromthe
first of the nonth after the quit or work reduction occurred to the
end of the certification period, the claimis filed and the househol d
remai ns ineligible for the balance of the disqualification period.

If no claimis warranted, the household is ineligible for the numnber
of nonths for the penalty, beginning with the first month follow ng
the end of the certification period.

Exanpl e

Certification period ends March 31. The agency discovers
on March 4 that a quit or work reduction occurred January
22. This is the second violation incurred by the
househol d nember.

a. A recertification is filed March 15. Deny

the recertification for three nonths, from
April through June.
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b. No recertification is filed by March 31

Est abli sh a cl ai m begi nni ng February 1, the
first of the month followi ng the quit.

There are two nonths from February to March, the

I ast nonth of the certification period. Consider
the period of ineligibility to extend through Apri
to conplete the three nonth period of
ineligibility.

Each household has a right to a fair hearing to appeal a term nation
or reduction of benefits due to a determination that the household's
head or ot her househol d menber voluntarily quit a job or reduced the
work effort w thout good cause. |f the participating household
requests a hearing and receives continuation of benefits and the

| ocal agency determ nation is upheld, the disqualification period
shall begin the first of the nmonth after the hearing decision is
render ed.

5. Changes in Househol d Conposition After a Sanction Has Been Deterni ned
(7 CFR 273.7(n)(1)(vi))

The sanction will follow the individual who voluntarily quit or
reduced enploynent, if he/she | eaves the household in which he/she
lived at the tine of the quit or reduction and if the individua

j 0i ns anot her participating household, as its head, and the origina
sanction period has not yet expired. The Advance Notice of Proposed
Action must be sent to close the case if the household is currently
certified. |If the individual files an application alone or with
persons not already participating, and the original sanction period
has not yet expired, the application nmust be denied for the duration
of the original sanction period. The new household remains
ineligible for the remai nder of the sanction period. If an

i ndi vi dual who voluntarily quit or reduced the work effort joins a
new household and is not its head, the individual remins
disqualified for the balance of the sanction period.

If a participating household reports the addition of a person who
quit a job within 60 days of the report, and that individual neets
the definition of the head of the household, voluntary quit is
eval uat ed.
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6. Ending a Voluntary Quit or Wrk Reduction Disqualification (7 CFR

273.7(n) (5))

Foll owi ng the end of the disqualification period a household may
begin participation in the Programif it applies again and is
deternmined eligible.

Eligibility may be reestablished during a disqualification period and
the individual or household shall, if otherwi se eligible, be
permtted to resune participation if the menmber who caused the
disqualification |eaves the household. Eligibility may al so be
reestablished if the violator becones exenmpt fromthe work

regi stration requirements under Part VIII.A 1. except for PA ESP
registration (Part VIII.A 1.c.) or application for or receipt of
Unenpl oynment Conpensation (Part VIII.A 1.f.).

A househol d determ ned ineligible due to a voluntary quit nay
reestablish eligibility if a new and otherw se eligible nmenber joins
as its head, provided the original head has left the househol d.

If the member who caused the disqualification | eaves the household or
beconmes exenpt fromwork registration prior to the effective date of
the case closure, or while an application is still pending, the
agency nust reestablish eligibility, wi thout requiring another
application, provided the household is otherw se eligible. For
currently eligible households, the action to reestablish the case nay
be taken in the nmonth followi ng the effective date of the closure as
long as the nmenber left prior to the effective date.

Exanpl es

a. The head of household quit a job without good
cause on May 2. The agency takes action to
close the case effective May 31. On May 27
the househol d reports that the individual who
quit the job has left the household. The
case shoul d be reestablished w thout
requiring a new application.

b. The head of househol d reduced the number of hours
wor ked wi t hout good cause on May 2. On June 3, the
househol d reports that the head | eft the househol d
that nmorning. The househol d nust reapply.

For pendi ng applications, the application nust be denied for the

period of time the disqualification is appropriate, and certified
fromthe date the disqualification can end.
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For applications that have already been denied, a reapplication is
needed.

If a sanctioned household splits into nmore than one househol d, the
sanction will follow the menmber who caused the disqualification.
7. Good Cause (7 CFR 273.7(n)(3))

Good cause for |eaving enployment or should include, but should not
be limted to the following, as well as the provisions of Part

VITI A 4.,

a. Di scrimnation by an enpl oyer based on age, race, sex, color
handi cap, religious beliefs, national origin, or politica
bel i ef s;

b. Work demands or conditions that render continued enpl oynment

unr easonabl e, such as working w thout being paid on schedul e;

C. Enrol | ment of the head of household or other individua
required to register at least half-tinme in any recogni zed
school, training program or institution of higher education
that requires the household nmenber to | eave enpl oynent;

d. Acceptance by any other househol d nmenmber of enpl oynment or
enrollment at least half-time in any recogni zed school
training program or institution of higher education in another
county or simlar political subdivision which requires the
househol d to nove and thereby requires the head of household or
ot her individual required to register for work to | eave
enpl oyment ;

e. Resi gnati ons by persons under the age of 60 which are
recogni zed by the enpl oyer as retirenent;

f. Acceptance of a bona fide offer of enploynment of 20 hours or
more a week or in which the weekly earnings are equivalent to
the federal mninmum wage multiplied by 20 hours by the head of
househol d or other individual required to register. Good cause
shall al so include acceptance of such enpl oynment which, because
of circumstances beyond the control of the household nenber,
subsequently either does not materialize or results in
enpl oyment of |ess than 20 hours a week or weekly earnings of
| ess than the federal mnimmwage multiplied by 20 hours;
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g. Leaving a job in connection with patterns of enploynment in

whi ch workers frequently nove from one enployer to another

such as mgrant farmlabor or construction work. There may be
some circumstances where households will apply for food stamp
benefits between jobs, particularly in cases where work may not
yet be available at the new job site. Even though enpl oynent
at the new job site has not actually begun, the quitting of the
previ ous enpl oynent shall be considered as with good cause if
part of the pattern of that type of enploynent.

h. Leaving a job because of other circumstances beyond the
menber's control, such as, illness, illness of another
househol d nmenber requiring the presence of the person claimng
good cause, a household emergency, or the unavailability of
transportation.

i Enpl oynent which is considered unsuitable by not neeting the
following criteria

1) The enpl oynent pays | ess than the federal m ni mum wage
or, if the enploynment does not fall under federa
gui del i nes, pays |less than 80% of the federal m nimm
wage.

2) The enploynent is on a piece-rate basis and earnings are
expected to be less than the federal m nimum wage or, if
the enmpl oynent does not fall under federal guidelines,
pays | ess than 80% of the federal m ninum wage.

3) The enpl oynent woul d require joining, resigning from or
refraining fromjoining any legitimte |abor
or gani zati on.

4) The work offered is at a site subject to a strike or
| ockout at the time of the offer, unless the strike has
been enjoi ned under the Taft-Hartley Act or an injunction
has been issued under Section 10 of the Railway Labor
Act .

5) The enpl oynent woul d be hazardous to the registrant's
safety and/ or health.

6) The registrant is physically or nmentally unfit to perform
the enpl oynent, as docunented by a nedical statenent
provi ded by a physician or licensed or certified
psychol ogi st or information from another reliable source.
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7) Daily travel to and fromwork will exceed two (2) hours

round trip, exclusive of time necessary to transport
children to and froma child care facility. Enploynent
wi Il not be considered suitable if the distance to the
pl ace of enploynent prohibits wal king and neither public
nor private transportation is available to transport
persons to the job site.

8) Wor ki ng hours or the nature of the enploynent woul d
conflict with the registrant's religious convictions,
beli efs or observations.

It is the responsibility of the EWto investigate any

al l egati ons of enploynment unsuitability. The case record nust
contain the facts regarding a determ nation of unsuitable

enpl oyment, the date of substantiation and the nethod of
securing the information.

8. Verification

To the extent that the information given by the household is
questionabl e, |ocal agencies shall request verification of the
househol d's statenments. The prinmary responsibility for
providing verification rests with the household. If it is
difficult or inpossible for the household to obtain documentary
evidence in a tinely manner, the |ocal agency shall offer

assi stance to the household to obtain the needed verification.
Accept abl e sources of verification include, but are not linmted
to, the previous enpl oyer, enployee associ ations, union
representatives, farmwrker service organi zations, and
grievance comrittees or organi zations. Wenever docunentary
evi dence cannot be obtained, the |ocal agency shall substitute
a collateral contact. The local agency is responsible for
obtaining verification fromacceptable collateral contacts
provi ded by the househol d.

If the household and the | ocal agency are unable to obtain
requested verification fromthese or other sources because the
cause for the quit resulted fromcircunstances that for good
reason cannot be verified, such as a resignation from

enpl oyment due to discrimination practices or unreasonable
dermands by an enpl oyer or because the enpl oyer cannot be

| ocated, the household will not be sanctioned.
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C. SANCTI ON PERI ODS FOR NONCOMPLI ANCE

I ndi viduals or entire households will be barred fromreceiving food stanps

for periods when househol d nmenbers fail to conply with work registration or
enpl oyment and training prograns requirenments, or they quit a job or reduce
work efforts without good cause. Only the person who fails to conply or
who quits or reduces work will be disqualified unless that person is the
head of the household. The disqualification procedures of Part XI|.E. nust
be followed to attribute income and resources to the renmining househol d
menbers. The entire household will be ineligible for the sanction period
for the tine listed belowif the person who failed to act or who quit or
reduced work is the head of househol d.

The duration of the disqualification period is dependent on the nunber of
times the household nmenber fails to conply. For each act of nonconpliance
by an individual, the length of the disqualification is increased.

Vi ol ati ons by one househol d nmenmber nust not be added to actions by another
menber to deternine the sanction period.

The individual or household sanction periods are:

Wrk Registration/E & T

Partici pati ng Househol ds Appl yi ng Househol ds

Vol untary Quit/Reduction Vol untary Quit/Reduction
Violation 1 One nont h 30 days
Violation 2 Three nont hs 90 days
Violation 3 or nore Si x mont hs 180 days

For applying households, the penalty period is assessed fromthe day of the
quit or work reduction.

The sanction period nmust be served before the individual or household
regains eligibility except in instances when an individual who causes the
action | eaves the household or becomes exenpt from work registration and
related requirenents. After the sanction period has been served,
eligibility may be regained by the individual or household for voluntary
quit or work reduction violations. For nonconpliance of work registration
or enploynment and training requirenments in FSET agenci es however,
eligibility my be regained at the end of the sanction period only if the

i ndi vi dual also conplies by conpleting the registration formor takes E & T
actions to the satisfaction of the FSET worker.

See Part XII11.D.2. for a discussion of proration of benefits for househol ds
that reapply before the sanction period expires.
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A. RESOURCES (7 CFR 273.8)

Only liguid assets will count in determining the eligibility of
households. Households must report all countable resources held by its
members at the time of application and any the members expect to receive
during the certification period. The eligibility worker must document
the assets in sufficient detail to permit verification, if needed. The
household's resources at the time of the interview will determine
whether or not the assets are below the maximum allowable resource
limit.

B. RESOURCE LIMITS

The household's total nonexempt resources (liquid and nonliquid) may not
exceed:

- $3,000 if the household has at least one member who is 60
years of age or older or a member who is disabled, as defined
in Definitions.

- $2,000 1f the household does not have a member who is 60
years of age or older or one who is disabled, as defined in

Definitions.

The resource limits do not apply to categorically eligible PA households
or members. See Part II.H.3.

C. NONEXEMPT RESOURCES

Resources used to determine eligibility include:

1. Liquid assets, such as, but not limited to:
a. Cash on hand.
b. Money in accounts. "Account" means a contract of deposit of

funds between a depositor and a financial institution. This
includes checking accounts, savings accounts, certificates of
deposit, share accounts (i.e., credit union accounts), or
like arrangements.

c. Stocks or bonds.

d. Lump sum payments, such as income tax refunds, rebates or
credits, lump sum insurance settlements, refunds of security
deposits on rental property or utilities, retroactive lump
sum SSA, Public Assistance, Railroad Retirement benefits, or
other payments.
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Lump sum payments also include gambling winnings, and
accumulated vacation or sick pay of terminated employees
received in one installment.

e. Funds in a trust or transferred to a trust except as stated
in Part IX.D.9.d.

f. Funds held in individual retirement accounts (IRA),
Simplified Employer Pension Plans (SEP) or KEOGH plans that
do not involve the household member in a contractual
relationship with individuals who are not household members.
The countable amount of the IRA, SEP or includable KEOGH
plan will be the total cash value of the account or plan,
minus the amount of penalty (if any) that would be exacted
for the early withdrawal of the entire amount in the account
or plan.

KEOGH plans that involve more than one person will normally
not count as a resource because they involve a contractual
relationship with someone else. However, if the KEOGH plan
will allow individual participants to make withdrawals
without affecting the other parties in any way, then the
household member's funds in the KEOGH will count as a
resource. Also, if all parties in this type of KEOGH plan
are members of the same food stamp household then the KEOGH
will count as a resource.

g. Earned income tax credits count two months after the month of
receipt regardless of whether the payments were received as a
tax refund or periodically throughout the year. Earned
income tax credits are excluded as a resource for the month
of receipt and the following month.

NOTE: When determining the amount of nonexempt liquid resources
to count, especially bank accounts, do not consider any amount
that would count as income for the same month.

Example

An applicant deposited his Social Security check into a
checking account. The bank statement lists a deposit equal
to the applicant's check. The resource amount of the
checking account would be the account balance minus the
amount of the deposit.

Presume that joint bank accounts belong to the parties in
proportion to their net contributions during the lifetime of all
parties. A joint account between persons married to each other
belongs to each party equally (half and half) however.
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D.

Except for persons married to each other, each party's net
contribution to the account may be established by signed
statements from all parties.

If the parties can establish that they intended a different
ownership arrangement, then that ownership arrangement prevails
over the above presumption.

Example

A food stamp client's name is listed on her elderly
mother's savings account. Both the client and her
mother sign statements that the client has not
contributed any money to the account. The account is
not a resource to the client.

If parties married to each other are divorced by final decree,
ownership of a joint account is proportional to their net
contributions unless the divorce decree specifies otherwise.

That portion of the liquid resources of an alien's sponsor and the

sponsor's spouse (if living with the sponsor) deemed to be those
of the alien according to procedures established in Part XII.C.Z2.

EXEMPT RESOURCES

Resources that will not count in determining eligibility include:

1.

Real property, regardless of acreage.

Mobile homes, regardless of lot ownership.

Vehicles.

Household goods, such as furniture and appliances, and personal
effects, such as clothing and jewelry. All tools are exempt,
whether or not they are essential to the employment or self-
employment of a household member.

Burial plots. 1In addition, the value of bona fide funeral
agreements 1s exempt.

Cash value of life insurance policies.

Funds in pension or retirement plans, as long as the funds are not
withdrawn. These plans may include 401 (k), 403(b), 501(c) (18) and
KEOGH plans that involve an obligation with someone outside of the
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food stamp household. Funds withdrawn at the time of or after
retirement or other job termination will count as income upon
receipt.

The following plans are not exempted from consideration; they are
countable resources: KEOGH Plans where there is no contractual
relationship with individuals outside of the food stamp household;
Individual Retirement Accounts (IRA); and Simplified Employer

Pension Plans (SEP). See Part IX.C.l.f to determine the countable
value.
8. The contract amount for land, buildings, and vehicles, sold on an

installment basis.
Examples

a. An applicant sells a piece of land for $3,000. The
applicant continues to hold the deed while the buyer pays
$100 per month. The $3,000 selling price is exempt, but the
$100-payment counts as income.

b. An applicant sells a car for $1,900 (which is its "Blue
Book" wvalue), but continues to hold title to the car while
the buyer pays $75 per month. The monthly payment of $75
will count as income.

9. Resources whose cash value is not accessible to the household,
such as, but not limited to:

a. Security deposits on rental property or utilities.

b. Property in probate. For example, any property inaccessible
to the household until there is a judicial determination
concerning the validity of a will.

C. Some profit sharing programs. For example, a program that
makes money available to the employee only when necessary to
allow the employee to pay excessive medical expenses is
exempt.

d. Irrevocable trust funds. These are any funds in a trust or
transferred to a trust, and the income produced by that
trust to the extent that it is not available to the
household provided that the following four criteria are met:

1) The trust arrangement is not likely to cease during
the certification period and no household member has
the power to revoke the trust arrangement or change
the name of the beneficiary during the certification
period;
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10.

11.

2) The trustee adnministering the fund is either

a) A court, or an institution, corporation, or
organi zati on which is not under the direction or
owner shi p of any househol d nenber; or

b) An i ndividual appointed by the court who has court
i nposed linmtations placed on the use of the funds
whi ch neet the requirements of this chapter

3) Trust investnments made on behal f of the trust do not
directly involve or assist any business or corporation
under the control, direction, or influence of a household
menber; and,

4) The funds held in irrevocable trust are either

a) Est abl i shed fromthe household' s own funds, if the
trustee uses the funds solely to make investnents
on behalf of the trust or to pay the educational or
nmedi cal expenses of any person nanmed by the
househol d creating the trust, or

b) Establ i shed with funds of a person outside the
househol d.

If the trust arrangenment does not neet the four
conditions |isted above, the household nust initiate
court action to establish inaccessibility within the
application processing tinefranes for determ ning
eligibility. Until the court renders a decision, the
trust is available to the househol d.

Governmental paynments designated for the restoration of a home
damaged in a disaster, if the household is subject to | egal sanctions
in the event the funds are not used as intended. These types of
paynment s i ncl ude:

a. The Departnment of Housing and Urban Devel opment or through the
I ndi vi dual and Fam |y Grant Program

b. The Smal | Busi ness Admi nistration as di saster |oans or grants.
Resources that have been prorated as incone for self-enployed persons

will not count as a resource. This includes profits fromthe annua
sal e of crops.
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12.

13.

Resources of nonhousehold nenbers, including ineligible students.

See Part VI.C. 1 for a list of these persons. The resources of
di squal i fi ed household nmenbers will count however. (See Parts VI.C. 2
and Xl I.E.)

Resources excluded by law. (Adnmin. Notice A-39-97). This includes:

a. Benefits received fromthe suppl enmental food programfor Wrnen,
Infants and Children, conmonly known as the WC program (P. L.
100- 435).

Rei nbursements fromTitle Il of the Uniform Rel ocati on Assistance and

Real Property Acquisition Policy Act of 1970. (P.L. 91-646, Section
216).

cC. Earned i ncone tax credits excluded as foll ows:
1. Federal earned income tax credits received as a |lunp sum
or as paynent for the nmonth of recei pt and the next
nont h.
2. Federal, state or |ocal earned incone tax credits for 12

months fromreceipt if the individual receiving the tax
credit was participating in the Food Stanp Program when
the tax credit was received and provided that the
househol d conti nuously participates during the 12-nmonth
period. In determning the 12-nonth period, tenporary
breaks of one nonth or less will not be considered as
nonparti ci pation.

d. Payments for neals for children or adults on whose behal f the
paynment is made through the Child and Adult Care Food Program
Section 12(3) of the School Lunch Act.

e. Ener gy Assistance paynents, including paynents fromthe Low
I ncome Home Energy Assistance Program (i.e., the Virginia Fue
Assi stance Program), CSA paynments, HUD and FmHA utility
rei mbursenments. (P.L. 99-425).

f. Fi nanci al assistance froma program funded in whole or in part
under Title IV of the Hi gher Education Act and the Bureau of
Indian Affairs, as anmended. Exclude al so any noney incurred or
i ssued through the U. S. Department of Education or received
under the Carl D. Perkins Vocational and Applied Technol ogy
Education Act (P.L. 99-498 and 100-50).

g. Payments to certain U S. citizens of Japanese ancestry and
resi dent Japanese aliens and certain Al euts, under the Wartine
Rel ocation of Civilians Act (P.L. 100-383).
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h. Payments fromthe Agent Orange Settlement Fund or any ot her
fund established for settlenent of Agent O ange product
l[iability litigation. (P.L. 101-201 and 101-239).
i Al'l compensation fromthe Al aska Native Clains Settlement Act and

amendments (P.L. 92-203 and 100-241).

j-

Payment s aut hori zed under the Disaster Relief Act of 1974, as
anmended (P.L. 100-707) and the Disaster Relief and Energency
Assi st ance anendnents of 1988. The President nust declare the
di saster or emergency. This exclusion applies to federa
paynments and conparabl e di saster assistance provided by States,
| ocal governnments and di saster assistance organizations.

Most Federal Enmergency Managenment Assistance (FEMA) funds are
excl uded, but paynents made when there is no decl ared di saster
or energency, such as rent assistance for a honel ess househol d,
are not excl uded.

The followi ng paynents to or |land of Indian tribes:

- Indian land held jointly with the tribe or |and that can
be sold only with the approval of the Departnent of the
Interior's Bureau of Indian Affairs.

- Payment s under the SAC and Fox I ndian cl ai ns agreenent
(P.L. 94-189).

- Payments received by certain Indian tribal menbers for
submargi nal land held in trust by the United States (P.L.
94-114, Section 6).

- Payments received fromthe disposition of funds to the
Grand River Band of Qttawa Indians (P.L. 94-540).

- Payments received by the Confederate Tribes and Bands of
Yaki ma I ndi an Nation and the Apache Tribe of the
Mescal ero Reservation fromthe Indian O ains Conm ssion
(P. L. 95-433, Section 2).

- Payments fromthe Maine Indian Cainms Settlenent Act of
1980 to the Passamaquoddy Tribe, the Penobscot Nation
and the Houlton Band of Maliseet (P.L. 96-420, Section
9c).

- Payments of relocation assistance to nmenbers of the
Navaj o and Hopi Tribes (P.L. 93-531, Section 22).
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- Per capita interests in trust or restricted | ands under
the Indian Tribal Judgnent Fund Use (P.L. 93-134 and 97-
458).

- Payments to the Chippewa Tribes: Turtle Muntain, Red
Lake, M ssissippi, Lake Superior, Sagi naw or Wihite Earth
(P.L. 97-403, 98-123, 99-146, 99-264, 99-346, and 99-
377).

- Payment to the Bl ackfeet, Grosventre, and Papago Tri bes
(P.L. 97-408).

- Payments to the Assiniboine Tribes (P.L. 98-124, Section
5 and 97-408).

- Payments to the Seneca Nation (P.L. 101-503).
- Payments to the Puyal lup Tribe (P.L. 101-41).

- Paynments, except for per capita paynents over $2000, to
t he Semi nole Nation of Oklahomm, the Sem nole Tribe of
Fl orida, and the M ccosukee Tribe of Florida and the
i ndependent Seminole Tribe of Florida (P.L. 101-277).

- Payment s made under the Confederated Tribes of the
Colville Reservation Grand Coul ee Dam Settl ement Act
(P.L. 103-436).

l. Resources of SSI recipients. The agency does not need to make
a separate evaluation for resources for food stanps for a
househol d in which all nenmbers are SSI recipients. The agency
nmust eval uate the resources of household nmenbers who do not
receive SSI.

Resources of TANF recipients. The agency does not need to make a
separate evaluation for resources for food stanps for a household in
whi ch all menbers receive TANF i ncome or any nenber receives a TANF-
funded service. See PA Case in Definitions for the TANF Program
requi renents.

m Amounts paid to individuals under the Radi ati on Exposure
Conpensation Act for injuries or death resulting from exposure
to radiation fromnuclear testing and uraniummnining in
Arizona, Nevada and Utah (P.L. 101-426).

n. Payments to individuals because of their status as victinms of
Nazi persecution (P.L. 103-286).
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o. Payments through the Department of Veteran Affairs to

children of Vietnam veterans who are born with spina bifida
(P.L. 104-204).

14. HUD retroactive tax and utility cost subsidy payments issued
pursuant to the settlement of Underwood v. Harris, for the month
in which payment was received and the following month.

15. Resources under a lien.

16. Money in individual development accounts (IDA). These exempt
funds may be in the form of a trust, trust account or a custodial
account. The owner of the account must be a current or former TANF
recipient or one who is ineligible for TANF as long as the
person’s income is less than 200 percent of the federal poverty
guidelines. Funds in the account are exempt as long as they are
not withdrawn. The account will remain exempt if the household
withdraws the funds and uses the money to pursue post-secondary
education, to purchase a house, to start a business or to meet an
emergency need approved by the sponsoring agency. In Virginia,
the accounts are called the Virginia Individual Development
Account (VIDA) and Assets for Independence Account (AFIA).

17. Money in an escrow account established by the Family Self-
Sufficiency Program through the U.S. Department of Housing and
Urban Development.

E. HANDLING OF EXEMPT FUNDS (7 CFR 273.8(f))

1. Exempt funds kept in a separate and identifiable account from
nonexempt funds remain exempt as a resource for an unlimited time.

2. Exempt funds kept in an account along with other nonexempt funds
remain exempt for six months from the date the funds are
commingled. After six months from the date the funds are
commingled, all funds in the commingled account shall be counted
as a resource.

Example

A two-person household has a savings account with a
balance of $900. The household receives a payment of
$1,200 from the Individual and Family Grant Program (IFG)
in January. If the household places the IFG funds in a
separate and identifiable account, the IFG funds will
remain exempt indefinitely. If the household deposits
these funds in the savings account containing $900,
however, the IFG funds will remain exempt for only six

TRANSMITTAL #58



VIRGINIA DEPARTMENT
OF SOCIAL SERVICES RESOURCES

7/04 VOLUME V, PART IX, PAGE 10

months from the date they are commingled with the
nonexempt funds. Therefore, if the funds are
commingled in January, the total amount in the account
as of July will count towards the resource level.

3. Funds exempted under Part IX.D.1l1l will retain the exemption as a
resource for the full period over which they have been prorated as
income, even if commingled with nonexempt funds.

Example

A self-employed farmer receives a $1,000 payment that
is prorated as income over 10 months. This money is
deposited in the household’s regular checking account
with other nonexempt funds. Any portion of the payment
that remains in the checking account will be exempt as
a resource for the full 10-month period over which the
income is prorated. After the 10-month period, any
part of the payment remaining in the account with the
nonexempt funds will count a resource.

4. Where a resource is exempt because of its use by or for a
household member, the exemption will also apply when the resource
is used by or for a disqualified person whose resources count as
part of the household's resources. This could include the work-
related equipment essential to the employment of an ineligible
alien household member or disqualified person, as allowed under
|Part IX.D.4, orlburial plots for ineligible alien or disqualified
household members, as allowed under Part IX.D.5.

F. TRANSFER OF RESOURCES (7 CFR 273.8(1))

At the time of application, households must provide information about
any resources transferred during the three-month period immediately
preceding the date of application. The EW must assess any resource
transfer by a household member or disqualified person whose resources
count to the household. If resources have knowingly been transferred
during this period in order to qualify or attempt to qualify for food
stamp benefits, the household will be disqualified from participation in

the program for up to one year from the date of discovery of the
transfer.

Example

A client transferred resources on November 20 to be eligible
for food stamps. The household filed an application the
following February 21. Since the transfer occurred more than
three months before the application date, there would be no
disqualification because of the transfer.
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Disqualification will also apply if the household acquires resources after
being certified and then knowi ngly transfers the resources to avoid going
over the maxi mumresource limt.

The following transfers will not affect eligibility:

1. Resources that would not affect eligibility; e.g., exenpt persona
property such as furniture, or nonexenpt funds, such as noney that,
when added to ot her househol d nonexenpt resources, totals less at the
time of transfer than the resource limt.

2. Resources transferred between nmenbers of the same food stanp
househol d, including ineligible aliens and disqualified persons whose
resources count to the househol d.

3. Resources transferred for reasons other than qualifying for Food
Stanp benefits. For exanple, a parent placing funds into an
educational trust fund.

If the local agency establishes that an applicant househol d know ngly
transferred resources to qualify for or to attenpt to qualify for food
stanp benefits, the EWnust send the household the Notice of Action to deny
the application. The notice nust explain the reason for denial and the
length of the disqualification. The disqualification period will begin in
the nmonth of application. |If the household is participating at the tinme
the transfer is discovered, the EWnust send an Advance Notice of Proposed
Action or Notice of Action to explain the reason for closure and | ength of
di squalification. The disqualification period will be effective with the
first allotnent to be issued after the advance notice period has expired,
unl ess the househol d has requested a fair hearing and continued benefits.

If the agency learns that the person who transferred the resources that
resulted in disqualification |l eft the household, eligibility for remaining
househol d nenbers can be determ ned without regard to the rest of the

di squalification period. The disqualification period will follow the
menber who inproperly transferred the resources however.

Exanpl e

A nine-nmonth disqualification is inposed on January 3 for the
peri od January through Septenber. The househol d reapplies June
12, and the nmenber who transferred a bank account is no |onger
a household nenber. Eligibility for the rest of the household
can be evaluated fromthe date of the reapplication on June 12.

The I ength of the disqualification is based on the anmount by which

nonexenpt transferred resources, when added to ot her nonexenpt resources,
exceed the allowable resource limt.
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Exanpl e
A househol d has $3,400 in a savings account. |In an attenpt to

becorme eligible for food stanps, the household transferred
$1,500 fromthe bank account to someone outside the food stanp
househol d. The resource limt for this household is $2,000;
therefore, the anmount of the transferred resource used in
determining the length of the disqualification period will be

$1, 400. 00.
The following chart will be used to determ ne the disqualification period:
Amount in Excess of the Peri od of
Resource Limt Di squalification
$.01 to $249.99 1 nonth
$250 to $999. 99 3 nont hs
$1000 to $2999. 99 6 nont hs
$3000 to $4999. 99 9 nont hs
$5000 or over 12 nont hs
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A. INCOME DEDUCTIONS (7 CFR 273.9(d))

Financial eligibility of a household is based on gross or net income as
described in Part XI.A. Benefit level is based on net income which is
defined as the total of all countable income, both earned and unearned,
after the appropriate allowable deductions have been made.

In evaluating expenses toward the calculation of the net income, the
household is given credit only for expenses for which a money payment
is made or due to someone outside the household. Except for Virginia
Energy Assistance Program (fuel assistance) payments, deductions will
not be allowed for expenses or the portion of expenses made through
vendor payments or for which the household will be reimbursed.
Participants of the Low-Income Home Energy Assistance Program (the
Virginia Energy Assistance Program) are entitled to have actual utility
expenses considered or to have the utility standard applied even if the
expenses are covered by fuel assistance vendor payments but utility
expenses reimbursed or paid through HUD or FmHA utility reimbursements
are not deductible.

All households with income will be allowed the following deductions, if
appropriate, in determining net income.

1. Standard Deduction (7 CFR 273.9(d) (1))

Each household is entitled to a standard deduction from the total
gross income of the household. The amount of the deduction is
dependent on the number of eligible household members. For the
purpose of determining the standard deduction, household size will
not include disqualified or ineligible members.

Household Size Standard Deduction
1-4 members 5134
5 members $157
6 or more members $179
2. Earned Income Deduction (7 CFR 273.9(d) (2))

Each household with countable earned income may have an earned
income deduction. Twenty (20) percent of the countable gross
earnings will be deducted.

The earned income deduction is not allowed on any portion of the
earned income amount received through a work supplementation or
support program that is attributable to public assistance
benefits. The deduction is also not allowed when determining the
amount overissued if the basis for the claim is because of the
household’s failure to report earned income timely.
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3. Dependent Care Expense (7 CFR 273.9(d) (4))

This deductible expense is allowed only if necessary for a
household member to accept or continue employment, seek
employment, comply with employment and training requirements, or
attend training or pursue education that is preparatory for
employment. The expense may be incurred for the care of a child
or other dependent.

The maximum dependent care deduction is $200 per month for each
child under two years of age and $175 per month for each other
dependent. The total dependent care expense for each dependent
should be listed on the worksheet for evaluation but the amount
used in the calculation will be limited to the maximum allowed.

Requirements for verification of dependent care expenses are in
Parts III.A and E. Forms of acceptable verification include a
signed statement from the provider, receipts signed by the
provider, or statements from agencies or organizations assisting
with child care expenses.

4. Shelter Expense (7 CFR 273.9(d) (5))

The cost of shelter will be considered after all other deductions
have been determined. The allowable deduction for shelter may not
exceed $400. That portion of the monthly shelter costs that
exceeds 50 percent of the household's adjusted net income will be
a deduction but, not to exceed $400 per month. The adjusted net
income is determined by subtracting the standard deduction, earned
income deduction, dependent care deduction, child support
deduction, homeless shelter standard and medical deduction from
the total gross income.

Households that contain a member who is 60 years of age or older,
or who 1s disabled, as defined in Definitions, may receive an
excess shelter deduction that exceeds the shelter maximum allowed
for other households. These households will receive the actual
amount that exceeds half the net income.

The agency must add together all expenses that are part of the
cost of shelter, except food, to arrive at a total shelter cost
figure. 1In determining the amount to use as the cost of shelter,
the following expenses will count unless vendor payments (Part
XI.F.3.) with the exception noted below in item e. cover the
expenses. Note the special provisions in section 7 for assessing
shelter costs for homeless households.
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a. Rent, or mortgage or loan payments or other continuing

charges leading to ownership of a home, mobile home, or
other type of shelter are allowable. This includes second

and/or third mortgages and condominium or association fees.
It includes the initial cost of moving a mobile home from a
dealer to a lot, along with any set-up charges at the lot.
For a subsequent move of a mobile home, only the set-up
costs at the new lot are allowable. Costs incurred by a
tenant in lieu of full or partial rent are allowable rental
costs, provided the arrangement is with the mutual agreement
of the landlord.

b. Real estate taxes or personal property taxes on mobile homes
are allowable. Taxes on the contents are not allowable.

c. Insurance premiums on the home structure are allowable.
Separate costs for insuring furniture or personal
belongings, are not allowable. If insurance premiums on the

home structure are combined with other costs that cannot be
separated, the total premium is allowable.

d. Repair costs that result from a fire or flood or a similar
disaster are allowable provided the household will not
receive reimbursement or assistance from some other source
such as insurance, or private or public relief agencies.
The disaster does not have to be a presidential declaration
but can be personal, such as a fire damaging only one home.

e. Utilities incurred separately and apart from the rent or
mortgage cost are allowable. Actual direct utility costs
may be used in determining shelter costs, even if the
Virginia Energy Assistance Program covers the costs by a
vendor payment.

In some situations the household may be entitled to use the
utility standard as its utility expense, rather than its
actual utility expenses.

A standard utility allowance has been established based on
the number of persons in the residence. The standard
includes an allowance for heat, electricity, gas, water,
sewerage, septic tank maintenance fees, garbage collection
and telephone. A household may use the standard utility
allowance only if the household is responsible for a heating
or cooling expense, or it receives Low Income Home Energy
Assistance Program benefits.

Number of Persons Utility Standard
1 -3 $227
4 or more $282
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Multiple family units living in the same residence may have
only one standard utility allowance for the residence, based
on the total number of people in the residence. The agency
must divide the one utility standard among the units that
contribute to meeting heating or cooling costs, whether or
not each unit participates in the Food Stamp Program. In
these instances, each unit may use only its prorated share
of the standard allowance, unless it uses its actual costs.
The agency may not prorate the standard allowance if the
nonhousehold members are all excluded from the household
because they are ineligible to participate in the Food Stamp
Program.

Example

A three-person food stamp unit lives in a house with
another person. The food stamp unit and the other
person each pay half of the heating costs. The food
stamp unit's standard utility allowance is $141, i.e.
$282 (based on total number of persons in the home
being 4 or more) divided by 2 (the number of units
contributing to heating costs). The food stamp unit
may opt to use $141 as its utility costs, or may use
its actual utility expenses.

Only those households that receive Low Income Home Energy
Assistance payments or that are responsible for an
identifiable heating or cooling expense or an established
percentage of an identifiable expense have the option of the
utility standard. A cooling cost is a verifiable utility
expense relating to the operation of air conditioning
systems or room air conditioners. A heating cost is a
verifiable utility expense for a primary fuel source.

Examples

1) The food stamp client pays for electricity that the
household needs to operate the o0il furnace. Other
persons in the home buy oil. The food stamp client is
not entitled to the standard since he has no expense
for the primary fuel source. The actual electric bill
is allowable since this is a direct utility expense.

2) A food stamp client cuts his own wood. This wood is
free, but he incurs expenses of gas and oil for his
chain saw. The household may not use the standard
since the household does not incur an expense for the
primary fuel source. The actual incidental expenses
connected with obtaining the wood are not allowable
since these are not direct utility expenses.
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If a household incurs a utility expense such as electricity
or gas that includes heating or cooling along with other
uses, e.g., cooking or lights, the utility standard may
still be used. If the household does not incur a separate
expense for heating or cooling, it is not entitled to the
utility standard unless it receives Low Income Home Energy
Assistance payments. Actual costs of utilities incurred by
households not entitled to the utility standard are
allowable expenses.

Households that have their utilities included in their rent,
but who may, on occasion, have to pay an excess utility
charge are not be allowed the use of the utility standard
unless they receive Low Income Home Energy Assistance
Payments. Households that receive HUD or FmHA payments may
use the utility standard if they are responsible for utility
costs beyond the HUD or FmHA payment. Households that pay a
flat amount, not a percentage, for utilities to the
homeowner instead of the utility vendor may not use the
utility allowance. Actual or anticipated amounts for these
utility charges are allowable.

If a household incurs a heating or cooling expense at any
point during the year, or if such an expense is anticipated,
or the household received a Low Income Home Energy
Assistance payment during the period of time covered by the
utility standard, or such a payment is anticipated, the
utility standard may be used by the household for the full
year.

Examples

1) A household buys o0il twice a year in November and
February to heat the home. This household is entitled
to use the utility standard for the full twelve months
of the year.

2) A household lives in an apartment where heat is
included in the rent. The household, however, uses an
air conditioner in the summer and is responsible for
the electric bill for the apartment. Since a cooling
expense is incurred, the household is entitled to use
the utility standard for the full twelve months of the
year.

Each household must receive a thorough explanation of the

options available in considering utility expenses. The
household may switch between use of the standard and actual
costs only at the time of certification. If the household

moves while certified, the household may switch from one to
the other. 1If the household initially chose to use actual
utility costs but the utility standard was allowed because
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the household failed to verify the costs timely, the use of
actual costs upon receipt of verification will not be
allowed until recertification.

f. The utility standard includes the basic service fee for a
telephone so a household that uses the utility standard may
not also claim a separate telephone expense. For a
household that uses actual utility expenses and who incurs
an expense for a basic telephone service, or an established
percentage of such an expense, the household must use a
telephone standard of $41, or the appropriate percentage of
the standard.

The agency must divide the telephone standard among
households sharing the expense. A telephone expense is
allowable even if the household is not entitled to any other
utility allowance.

Example

Two food stamp units live together and each pays half
of the telephone bill. The bill includes charges for
basic service. Each household will receive half the
telephone standard as its telephone expense.

g. Initial installation fees charged by a telephone, utility,
or septic tank company are allowed as an expense, over and
above the cost of the actual utility. Initial installation

fees are allowable even if the utility or phone standards
are used. The household may choose to have the installation
bill averaged over the months in the certification period or
to have the bill assigned to the month received or due. If
a payment or budget plan has been established, the expense
may be allowed for each month in the payment plan.

h. One-time deposits for utilities, telephones, apartments,
etc., will not count as shelter costs.

i. Shelter expenses, as described above, include the costs for
a home (owned or rented) that is temporarily unoccupied
provided the household intends to return to the home. The
home may be unoccupied because of employment, training,
illness, or a natural disaster or loss. If the household
has shelter expenses for both an occupied and unoccupied
home, the household is entitled to only one utility or
telephone standard.

The cost of shelter cannot be claimed if the vacated home is
rented to someone else or if a rent-free occupant is
claiming the cost of shelter for the home in question for
food stamp purposes.
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J. Verification requirements for shelter expenses are covered
in Parts III.A and E. Receipts or statements from the
provider are sources of acceptable verification. For homes

that are temporarily unoccupied, the local agency is not
required to assist in obtaining verification of expenses if
the verification would have to be obtained from a source
outside the locality.

5. Medical Expenses (7 CFR 273.9(d) (3))

The total cost of medical expenses incurred by elderly or disabled
household members, excluding special diets, will be allowed as a
deduction for those households when the cost exceeds $35 a month.
If the cost is $35 or less, no deduction will be allowed.

This $35-1imit applies to the entire household and is not applied
individually to the expenses of members who may be entitled to a
deduction. For example: a household that consists of two members,
both over 60 years of age incurs medical expenses of $20 a month
for each person. The total monthly medical expense for this
household is $40. Subtract the $35 limit from the total expenses
of $40. The household would receive a monthly medical deduction
of $5.

Persons who are 60 years of age or over or who are disabled as
described in Definitions may be eligible for this deduction. An
individual must be elderly or disabled when the medical expense is
incurred.

Spouses or other persons receiving benefits as a dependent of the
eligible individual are not entitled to this deduction.

a. Allowable expenses include:

1) Medical and dental care including psychotherapy and
rehabilitation services provided by a licensed
practitioner authorized by State law or other
qualified health professional.

2) Hospitalization or outpatient treatment, nursing care,
and nursing home care. Costs for persons who were
household members immediately prior to entering a
State recognized facility (nursing home or hospital),
will also be allowed.

3) Prescriptive drugs, when prescribed by a licensed
practitioner, and other over-the-counter medication
(including insulin, aspirin, antacids, etc.) which is
approved by a licensed practitioner. Cost of medical
supplies, sick room equipment (including rental) or
other prescribed equipment.
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10)

11)

Health and hospitalization insurance policy premiums.
Costs of health and accident policies such as those
payable in lump sum settlements for death or
dismemberment are not allowed. Costs of income
maintenance policies such as those that continue
mortgage or loan payments while the beneficiary is
disabled are also not deductible.

Medicare premiums related to coverage under Title
XVIII of the Social Security Act and any cost-sharing
or spend-down expenses incurred by Medicaid
recipients.

Costs of dentures, hearing aids, and prosthetics.

Costs of securing and maintaining a Seeing Eye or
hearing dog or other attendant animal as well as
veterinarian bills and food for the animal.

Costs of eyeglasses prescribed by a physician skilled
in eye disease or by an optometrist.

Reasonable costs of transportation and lodging to
obtain medical treatment or services. Actual verified
amounts may be used. If specific amounts cannot be
verified, then the prevailing rate in the community or
the state mileage allowance must be used.

Costs of maintaining an attendant, homemaker, home
health aid, or child care services or housekeeper,
necessary due to age, infirmity, or illness. 1In
addition, an amount equal to the one-person benefit
allotment must be deducted if the household furnishes
more than half of the attendant's meals. The benefit
allotment that is in effect at the time of initial
certification will be used and the local agency is
only required to update the allotment amount at the
next recertification, if there has been an adjustment
in coupon allotments.

If a household incurs attendant care costs, as defined
above, that qualify as both a medical deduction and
dependent care deduction, the local agency must treat
the cost as a medical expense.

Telephone fees for amplifiers and warning signals for
disabled persons and costs of typewriter equipment for
the hearing impaired. (These costs may not be entered
as shelter costs.)
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12) For Medicare beneficiaries who have a Medicare-
Approved Drug Discount Card, allow each beneficiary a
medical deduction of $73 per month for prescriptions
in addition to other medical expenses. Use this
deduction for food stamp benefit calculations through
December 2005 if the household member obtains the card
in 2005. Use the deduction for 24 months if the
household member obtains the card in 2004, but no
later than November 2006. In addition to the
prescription allowance of $73, allow any out-of-pocket
costs incurred for prescriptions, using the costs
before any applied discounts if they are known.

The above expenses are also allowable when incurred by a
household member who is now deceased and which now are the
responsibility of the remaining household members.

b. Disallowed Expenses:

Only those costs listed above will be considered as a
medical expense. Any portion of the cost that is
reimbursable by insurance policies or covered by Medicaid
will not be given as a deduction until the household
verifies the portion of the cost that is its responsibility.

Example

A household consists of one member who is 64
years old. This 64 year old incurs allowable
medical expenses of $200 a month. Insurance
policies reimburse the household $100 a month
for the expenses. Disallowing the first $35 a
month, the monthly medical deduction for this
household is $65.

6. Child Support Deduction

Child support payments paid by a household member to an individual
or agency outside the household are deductible. Payments to a
third party on behalf of a child, including payments to obtain
health insurance for the child, in accordance with the support
order, will also be included in the deduction. A deduction for
amounts paid toward arrearages will be allowed.

The legal obligation to pay child support, the amount of support
obligated, and the amount of support actually paid must be

verified before the deduction is allowed.

Alimony or spousal support payments made to or for a nonhousehold
member shall not be included in the child support deduction.
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7. Homeless Shelter Allowance

Households in which all members are homeless, as defined in
Definitions, are allowed a deduction for incurred or estimated
shelter expenses. The homeless shelter standard is $143 per
month. This standard is not calculated as part of the shelter
expense deduction described in section 4 of this chapter.

To be eligible for the homeless shelter allowance, a household
must incur or reasonably expect to incur shelter costs during a
month. Homeless households that incur no shelter costs during the
month and anticipate none are not be eligible for the shelter
allowance.

If a household has difficulty in obtaining traditional types of
verification of shelter costs, the EW must use prudent judgement
in determining if verification is adequate.

Example

A homeless individual claims to have incurred shelter
costs for several nights at a hotel. The costs
reported are reasonable. The EW may accept this
information as adequate and allow the household to use
the shelter estimate.

No other shelter costs, including the utility standard or
telephone standard, may be used if the homeless shelter allowance
is used. The homeless shelter allowance also may not be used if
the household claims shelter costs that exceed the allowance.
Higher or other shelter costs must be handled as a part of the
shelter expense deduction (Part X.A.4) in which case, the
household may or may not receive an actual deduction.
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B. VERIFICATION OF DEDUCTIONS (7 CFR 273.2(f) (3))

If a deductible expense must be verified and obtaining the
verification may delay the household's certification, the local
agency must advise the household that the household's eligibility
and benefit level may be determined without providing a deduction
for the claimed but unverified expense. If the expense cannot be
verified within 30 days of the date of application, the local
agency must determine the household's eligibility and benefit
level without providing a deduction for the unverified expense.

If a household wants to claim actual utility costs but does not
provide verification by the 30th day, the utility standard must be
allowed if the household is entitled to it. The household is not
entitled to restoration of lost benefits when expenses are not
deducted because verification could not be obtained. If, however,
the expense could not be verified within the thirty day processing
standard because the local agency failed to allow the household at
least 10 days to provide the verification, lost benefits must be
restored.

If a household would be ineligible without a deductible expense,
on the 30th day from the date that the initial application or
reapplication was filed, the worker must send the household the
Notice of Action to extend the pending status of the case. If the
lack of verification is the fault of the household, the household
will have an additional 30 days to take the required action. If
eligible, the household is entitled to benefits only from the day
the household provides the last verification or takes the last
required action. (See Part II.G.2.). If the lack of verification
is the fault of the agency, and the household is eligible, the
household is entitled to benefits retroactive to the month of
application. (See Part II.G.3.). If a recertification
application is filed, verification time frames at recertification
(Part IV.C.4.) shall apply and the ability to extend the pending
status of the application is not allowed.
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B. VERIFICATION OF DEDUCTIONS (7 CFR 273.2(f) (3))

If a deductible expense must be verified and obtaining the
verification may delay the household's certification, the local
agency must advise the household that the household's eligibility
and benefit level may be determined without providing a deduction
for the claimed but unverified expense. If the expense cannot be
verified within 30 days of the date of application, the local
agency must determine the household's eligibility and benefit
level without providing a deduction for the unverified expense.

If a household wants to claim actual utility costs but does not
provide verification by the 30th day, the utility standard must be
allowed if the household is entitled to it. The household is not
entitled to restoration of lost benefits when expenses are not
deducted because verification could not be obtained. If, however,
the expense could not be verified within the thirty day processing
standard because the local agency failed to allow the household at
least 10 days to provide the verification, lost benefits must be
restored.

If a household would be ineligible without a deductible expense,
on the 30th day from the date that the initial application or
reapplication was filed, the worker must send the household the
Notice of Action to extend the pending status of the case. If the
lack of verification is the fault of the household, the household
will have an additional 30 days to take the required action. If
eligible, the household is entitled to benefits only from the day
the household provides the last verification or takes the last
required action. (See Part II.G.2.). If the lack of verification
is the fault of the agency, and the household is eligible, the
household is entitled to benefits retroactive to the month of
application. (See Part II.G.3.). If a recertification
application is filed, verification time frames at recertification
(Part IV.C.4.) shall apply and the ability to extend the pending
status of the application is not allowed.
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A. INCOME ELIGIBILITY STANDARDS (7 CFR 273.9(a))

To be eligible for Food Stamp benefits, the countable gross monthly
income of households shall not exceed the monthly income limits shown
below in Chart #1. The gross income limits of Chart #1 do not apply to
households with a member who is 60 years of age or over (including a
member whose 60th birthday is in the month of application), or to
households with a member who is disabled, as defined in Definitions.

For the self-employed, the EW must first exclude the cost of doing
business. For the student receiving educational benefits, the EW must
first exclude allowable educational expenses as described in Part
XIT.G.

All households, except those that are categorically eligible, must be
determined eligible based only on net income (gross income less
allowable deductions listed in Part X.A). The maximum net income
limits are shown in Chart #2.

INCOME ELIGIBILITY LIMITS

CHART #1 CHART #2
Household Size Gross Income Maximum Net Income Maximum

1 $ 1,037 $ 798

2 1,390 1,070

3 1,744 1,341

4 2,097 1,613

5 2,450 1,885

6 2,803 2,156

7 3,156 2,428

8 3,509 2,700

Each additional member +354 +272

Net income is the basis for the allotment for all households. While
categorically eligible households, as defined in Part II.H.3, do not
have to meet either the gross or net income eligibility standards, the
net income limits are used to determine entitlement to an allotment
even for these households.

B. COUNTABLE INCOME

Countable income is all household income, earned and unearned, from
whatever source, excluding only that income specified in Part XI.F.

Income received by one person for another person or for multiple
beneficiaries is considered the income of the person receiving it,
unless the provisions of Part XI.G (earned income of several members
combined into one payment) are applicable. Evaluate any income
exclusions, such as third party fund exclusion, according to Part XI.F.
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When verification of income is required, the local agency must verify
gross amounts, and the rate and frequency (i.e., weekly, semi-monthly,
etc.) of the income the employee receives. For income received more
often than monthly, verify the payment cycle, i.e., the day the
employee receives the income.

C. EARNED INCOME (7 CFR 273.9(b) (1)
Earned income includes:

1. Wages and Salaries

All wages and salaries for services performed as an employee.

This includes wages held by an employer at the employee's request
and advances on wages as discussed in Part XII.G Gross wages are
considered, regardless of the amount and nature of the deductions,
unless any portion of the gross pay i1s considered excludable under
Part XI.F or unless the gross amount reflects credit for employee
benefits. In situations where benefits are reflected as credits
and where the employee cannot elect to receive a cash payment, the
amounts shown on the pay stub will not count as income. If an
employee elects to have money withheld from the earnings to pay
for employee benefits, that money must be counted as income.

If the employer still considers the individual as an employee,
consider vacation pay and sick pay as earned income.
Additionally, for sick pay, the employer must make the payment
directly in order to consider the money as earned income;
otherwise, it is unearned income.

If the individual has terminated employment, accumulated vacation
pay and sick pay are considered earned income if received in more
than one installment, and a lump sum resource if received in one
installment. Laid-off employees are terminated employees for the
purposes of this policy. If a laid-off employee opts not to
withdraw vacation and/or sick pay, the value of such funds counts
an available resource.

Consider bonus pay as earned income.
Consider severance pay as unearned income.

2. Self-Employment Income

The gross income from a self-employment enterprise including the
total gain from the sale of any capital goods or equipment related
to the business, excluding the cost of doing business. (See Part
XIT.A.)
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Ownership of rental property is a self-employment enterprise;
however, income derived from the rental property counts as earned
income only if a household member actively manages the property
for a minimum of 20 hours a week.

Payments from roomers and boarders counts as earned self-
employment income.

3. Training Allowances and Work Investment Act

Training allowances from vocational and rehabilitative programs
recognized by federal, State or local governments when they do not
constitute a reimbursement. (See Part XI.F.) This includes, but
is not limited, to vocational rehabilitation incentive payments.

Income received by individuals who are participating in on-the-job
training programs funded through the Work Investment Act will be
considered earned income. This provision includes on-the-job
training programs funded under the National and Community Services
Act, Americorps, the Summer Youth Employment and Training Program,
and the Youthbuild Program. This provision, however, does not
apply to household members under 19 years of age that are under
the parental control of another household member, regardless of
school attendance and/or enrollment as discussed in Part XI.F.8.
See also Part XI.F.11l.d.

4. Payments under Title I of the Domestic Volunteer Service Act of
1973

Payments under Title I (VISTA, University Year for Action, etc.)
of the Domestic Volunteer Service Act of 1973 count as earned
income unless they are excluded from consideration. See Part
XI.F.1l1l.c.

5. Payments to Day Care Providers

Payments to day care providers for meals served to children, other
than their own, funded by the School Lunch Act will count as
earned income to the provider. These payments do not count as
reimbursement. See Part XII.A.7 for allowable business costs.

6. Jury Duty Pay (PIRS 88-10)

Jury duty pay is countable earned income unless it meets the
infrequent/irregular income or reimbursement policy of Part XI.F.4
or F.6.

Use the following documents or records, generally available from the
applicant, to verify the earned income of the household:
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Pay stubs Pay envelopes

Employee's W-2 Form Wage tax receipts

State or federal income tax return Self-employment bookkeeping records
Sales and expenditure records

Verification from other sources might include:

Employer's wage records VEC Office
Statement from the employer State Income Tax Bureau
D. SPECIAL INCOME OF MILITARY PERSONNEL (FNS Policy Memos 81-1,

81-5, and 81-13 and Admin Notice A-24-91)

Many members of the military receive special allowances that count in
determining the eligibility and benefit amount of households containing

such persons. Military personnel may receive the following allowances:
1. Basic Allowance for Housing (BAH)

2. Basic Allowance for Subsistence (BAS)

3. Clothing Maintenance Allowance (CMA)

These allowances will appear on the leave and earnings statement of
military personnel. Evaluate the allowance as follows:

a. BAH. This allowance provides uniformed service members with
compensation for housing based on comparable civilian costs
of housing. The BAH is based on civilian rental costs by
pay grade, dependency status, and location. The household
will receive one monthly payment. The housing allowance
replaces the Basic Allowance for Quarters (BAQ) and the
Variable Housing Allowance (VHA).

The BAH is considered as earned income for Food Stamp
purposes. The household is also entitled to a shelter
deduction. In some instances a person will receive a BAH
and then have all or some of this amount deducted on the
leave and earnings statement, because he or she lives on the
base. Use the amount listed to compute the shelter
deduction.

b. BAS. With some exceptions, each member of a uniformed service
who is entitled to basic pay is entitled to a BAS. An
enlisted man is entitled to BAS, on a daily basis, when
rations in kind are not available, when permission to eat
separately has been granted, and when assigned to duty under
emergency conditions where no eating facilities of the United
States are available. An officer of a uniformed service who is
entitled to basic pay is at all times entitled to BAS.
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The BAS is paid in cash, on a daily basis, or by check,
three months in advance, and is not considered a part of the
wages. The BAS will appear on the leave and earnings
statement monthly. The BAS is considered as earned income
for Food Stamp Program purposes.

c. CMA. Generally, enlisted personnel receive uniforms upon
acceptance into the armed services and regular allowances to
replace worn out uniforms. Officers receive both an initial
allowance and additional allowances depending on years in
service. The CMA is paid in the personnel's regular check
but is shown separately on the leave and earnings statement.

For Food Stamp Program purposes, the CMA is excluded as a
reimbursement for the job-related expense of uniforms under
Part XI.F.6.

Any amount received by or made available to household members for
deployment or service in a combat zone will not count as income for
Food Stamp Program purposes unless the payment was received before the
deployment. This exclusion includes items such as, but not limited to,
incentive pay for hazardous duty, special pay for imminent duty or
hostile fire duty or certain reenlistment bonuses, or special pay for
certain occupational or educational skills.

E. UNEARNED INCOME (7 CFR 273.9(b) (2))
Unearned income includes:

1. Assistance Payments

Assistance payments from federal, federally aided, or State-local
public assistance programs, based on need. Examples are:

a. Temporary Assistance to Needy Families (TANF)
This includes payments made under the TANF block grant to
supplement recipients for child support received by the
Division of Child Support Enforcement on the household’s

behalf.
b. General Relief (GR)
C. Supplemental Security Income (SSI)

Income from these assistance programs will count as unearned
income even if provided in the form of a vendor payment, unless
the provisions of Part XI.F.3 apply that prohibit considering
certain vendor payments as countable income.
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Assistance payments from programs that require the actual
performance of work without compensation, other than the
assistance payments themselves, count as unearned income.

Annuities and Pensions

Annuities and pensions, such as:

a. Retirement benefits
b. Veteran's benefits
C. Disability benefits
d. 0ld age, survivors, and Social Security benefits (OASDI)

Workmen's or Unemployment Compensation

Strike Benefits

Foster Care Payments

Foster care payments made to a household on behalf of a legally
assigned foster child. Note: Foster care payments will be
considered the income of the foster family if the household elects
to count the foster child as a household member for food stamp
purposes. Therefore, if the foster person is excluded from the
household under the provisions of Part VI.A.3., the payment is not
considered income to the rest of the household.

Certain Rental Property Income

Income derived from rental property in which a household member is
not actively engaged in the management of the property at least an
average of 20 hours a week. Except for the fact that the earned
income deduction (Part XIII.A.2) does not apply, treat this income
the same as a self-employment enterprise. (See Part XII.A.)

Support and Alimony Payments

Support and alimony payments made directly to the household from a
nonhousehold member. This includes payments redirected to the
household from the Division of Child Support Enforcement (DCSE) .
Payments received by or for TANF recipients that the household
should send to the Division of Child Support as a condition of
TANF eligibility will not count even if the household fails to
redirect the payments. Payments received through the TANF Program
to supplement recipients for support payments received on their
behalf will count as TANF income instead of support payments. See
Part XI.E.l.a.
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10.

11.

Di vi dends, Royalties and | nterest

Payments received in the formof dividends or royalties are
countable. Interest paynments will count as income if the anopunt
averages nore than $10.00 per nonth.

Money Wthdrawn from Trust Funds or | nproper | DA Wthdrawal s

Money wi t hdrawn or dividends that are or that the household could
receive fromtrust funds do not count as a resource under Part

I X.E.12. Trust withdrawals will count as inconme in the nonth

recei ved unl ess they are otherw se exenpt. Dividends that the
househol d has the option of either receiving as incone or reinvesting
inthe trust will count as incone in the nonth they becone avail abl e
to the househol d unl ess ot herw se exenpt.

Wt hdrawal s from an individual devel opment account (IDA) will not
count as income if the withdrawal is for pursuing post-secondary
education, purchasing a home, starting a business or as an approved
househol d emergency. Al other withdrawals fromthe IDA will count
as unearned inconme in the nonth of the w thdrawal.

I ncome Available to Sponsored Aliens (7 CFR 273.9(b)(4); 7 CFR
273.11(h) (2)(iv))

For househol ds that contain sponsored aliens (as defined in Part
XlIl1.C), unearned incone will also include that anmount of the nonthly
i ncome of an alien's sponsor and the sponsor's spouse (if living with
t he sponsor) deened to be that of the alien according to the
procedures in Part XI1.C 3. and 5. Inconme deem ng applies unless the
sponsored alien is otherwi se exenpt fromthis provision as allowed in
Part XII.C 1.

Actual noney paid to the alien by the sponsor or the sponsor's spouse
does not count as incone to the alien unless the anount paid exceeds
the amount attributed to the sponsor. See Part Xl I.C. 4. The anobunt
paid that exceeds the anobunt attributed will count as income to the
alien in addition to the anount attributed to the alien

Funds Deposited into Joint Accounts

Funds deposited into a joint bank account by a nonhousehol d nenber
when a househol d menber's nanme is al so on the account count as income
to the household, to the extent the deposited funds are intended for
househol d use.

The EWmust be sure to use this policy only when deposited funds are
i ntended for household use. For exanple, a husband in the mlitary
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12.

13.

overseas has his allotnent deposited directly into a joint account
with his wife who receives food stanps and the noney is intended for
his wife's use.

In situations where a food stanp household nmenber's nanme is on a
joint account with a nonhousehol d nmenber and the funds deposited by
t he nonhousehol d nenber are clearly not intended for the househol d
menmber's use, no incone to the household will be counted. The
account balance will be evaluated as a resource to the househol d
according to policy described in Part I X C 1.

The EWmust verify the household nmenber's statement concerning the
amount of noney available as incone. |If all the npney deposited into
the joint account is intended for the household s use, then
verification of the anpbunt deposited would suffice. Wen this is not
the case however, it will be necessary to verify the ampunt through

t he nonhousehol d nenber.

VWhen a nonhousehol d nmenber's savings are used by the household to
repay a |l oan for the nonhousehold nmenber it would not be considered
as incone to the household. This policy will also apply to repaynent
of car loans in which the nonhousehol d nenber is the sole owner.

If the statenents of the household and nonhousehol d nenber differ
regardi ng the anount of noney intended for the household s use, the
EW must resol ve the discrepancy and docunent the case record.

Sever ance Pay

Severance pay, an allowance usually based on length of service which
is payable to an enpl oyee upon ternination of enploynent, wll count
as unearned income. The EWnust take care to distinguish severance
pay fromthe | ast regular paycheck(s) a person nay be entitled to
receive. Any regular paychecks count as earned incone.

G her Mbney Paynents

Al'l other direct noney paynents from any source which can be
construed to be a gain or benefit to the food stanmp househol d, ot her
than nmonetary gifts for an identifiable one time occasion or norma
annual occasi on.

In verifying unearned i ncone of the household, the follow ng docunents or
records are generally available through the applicant:

RSDI award letter (note that changes | Benefit paynment check
in benefits will not always be
refl ected)
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Unenpl oynment Conpensati on award
letter

Pensi on award noti ce

Vet erans Adm nistration award noti ce

Corr espondence on benefits

| ncone tax records

Rai lroad Retirement award letter

Support and al i nobny paynents

evi denced by court order, divorce or
separati on papers, contribution
check

Verification fromother sources m ght

i ncl ude:

Soci al
files

Security District Ofice

Soci al Security (Form SSA-1610)
VEC - Unenpl oynent Conpensati on
Secti on

Enpl oyer's record

Uni on records

Wr kers Conpensati on records

Vet erans Adm ni stration

I nsur ance conpany records

Tax records

Rai | road Retirenent Board records

PA case file

in determning eligibility or

273.9(¢c))

benefit

F. EXCLUDED | NCOVE (7 CFR 273.9(b)(5);
The followi ng income will not count

| evel :

1. Repaynment of a Prior Overpaynent

Repaynent of a prior overpaynent

provi ded that the income was not

excl udabl e el sewhere in this chapter at the tine of the overpaynent.

Thi s incl udes:

a. Money withheld from an assi stance paynent, from earned inconeg,
or fromany other incone source to repay a prior overpaynent
received fromthat incone source

b. Money received fromany incone sources that the household
voluntarily or involuntarily returns to repay a prior
over paynent received fromthat incone source.

Exanpl e

A TANF recipient is entitled to a grant of $225.00
but the ampunt of the actual paynent is $175.00.
The agency wi thheld $50.00 to repay a prior

over paynent. The overpaynent was not the result of
the household's failure to conply with the TANF
programrequi renents. The net anpunt received by
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the TANF recipient is the anpunt that will count as
i ncome for food stanp purposes.

However, noney wi thheld from assi stance from anot her program
that results fromthe household s failure to conply with the
requi renents of the other programw |l count as incone, as
specified in Part Xli1.D.

2. Paynents Received by the Division of Child Support Enforcenent (DCSE)

Payments received and kept by the DCSE on behal f of TANF recipients
wi Il not count as income. Payments redirected to househol ds by the
DCSE or suppl emented through the TANF Programwi |l count as incone.
Payments received by TANF recipients that the recipient nmust direct
to Division of Child Support, as a condition of TANF eligibility,
will not count as income even if the househol d keeps the paynents.

3. I n-Kind Benefits and Vendor Paynments

In-kind benefits and vendor payments are any gains or benefits that
are not in the formof noney payable directly to the househol d.

a. I n-Kind Benefits

In-kind benefits are benefits for which no nonetary paynent
occurs on behal f of the household. These benefits include
nmeal s, clothing, housing or produce froma garden

b. Vendor Paynents

A vendor paynent is a noney paynent made on behal f of a
househol d by a person or organization outside of the household
to a service provider or creditor of the household. Vendor
paynments made to a third party on behal f of the household are
i ncl uded or excluded as incone as descri bed bel ow

1. PA vendor paynents, excluding GR vendor paynents

Vendor paynments from PA progranms, other than GR are
excluded as incone if they are made for

a. Medi cal assi stance
b. Child care assistance
C. Ener gy assi stance
d. Emer gency assi stance
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e. Special and emergency assistance, not
specifically excluded by other provisions of this
section, made over and above the normal grant.

f. Emergency TANF vendor payments on behalf of a
migrant or seasonal farm worker household while
the household is in the job stream.

2. GR Vendor Payments
Except for some vendor payments for housing, GR vendor

payments do not count as income. A housing vendor
payment will count as income unless the payment is

for:

a. Utility costs

b. Energy assistance

C. Housing assistance from a state or local housing
authority

d. Special and emergency assistance, not
specifically excluded by other provisions of this
section, made over and above the normal grant.

e. Emergency GR vendor payments on behalf of a
migrant or seasonal farm worker household while
the household is in the job stream.

3. HUD Vendor Payments

Rent or mortgage payments made by the Department of
Housing and Urban Development (HUD) to landlords or
mortgagees are excluded. This includes TANF payments
for housing made through HUD.

4. Educational Assistance Vendor Payments

Educational assistance paid on behalf of households
for living expenses are excluded.

5. Vendor Payments that are Reimbursements

Vendor payments that are also in the form of
reimbursements are excluded.

6. Demonstration Project Payments

In-kind or vendor payments that would normally not
count
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as income but which are converted, in whole or in
part, to a direct cash payment under a federally
authorized demonstration project or a waiver of
federal law provisions are excluded.

7. Other Third-Party Payments

Money which is legally obligated and otherwise payable
to the household shall be counted as income and not
excluded as vendor payments when they are diverted to
a third party by the provider of the payment for a
household expense. Court-ordered support or alimony
payments and wages are examples of payments that will
count as income regardless of diverted payments to
third parties.

4. Infrequent or Irregular Income

Any income in the certification period which is received too
infrequently or irregularly to be reasonably anticipated, but
which is not more than $30 in a calendar gquarter. This may
include interest payments on bank accounts or other financial
instruments as long as the average monthly payment is less than
$10.00 per month.

5. Loans

All loans. The loan may be from a private individual as well as
from a commercial institution. When verifying that income is
exempt as a loan, a legally binding agreement is not required. A
simple statement signed by both parties that indicates that the
payment is a loan and that the household must repay the loan will
be sufficient verification. If the household receives payments on
a recurrent or regular basis, however, from the same source, but
claims the payments are loans, the local agency may also require
that the provider of the loan sign an affidavit which states that
repayments are being made or that payments will be made in
accordance with an established repayment schedule.

6. Reimbursements

Reimbursement on past or future expenses, to the extent that:

a. They do not exceed actual expenses.

b. They do not represent a gain or benefit to the household.
Reimbursements for normal household living expenses, such as rent
or mortgage, personal clothing, or food eaten at home are a gain or

benefit, and, therefore, are not excluded. To exclude this
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nmoney, these payments nmust be for an identified expense, other than
normal |iving expenses, and the recipient must use the nmoney for the
pur pose i nt ended.

VWhen a rei nbursenent covers multiple expenses, including a flat
al l owance, it is not necessary to identify each expense separately as
| ong as none of the reinbursenent covers nornmal |iving expenses.

The amount by which a rei nbursenment exceeds the actual incurred
expense will count as income. It is not necessary to consider

whet her rei nbursements exceed actual expenses unless the provider or
t he househol d indicates the ambunt is excessive. This applies to
antici pated expenses as wel|l as past expenses for which rei nbursenent
covers.

Jury duty pay may count as a reinbursement if it nmeets the criteria
of this section.

Exanmpl es of reinbursenents that do not represent a gain or benefit to
t he househol d are:

a. Rei mbur serent or flat all owances for job or training rel ated
expenses, such as:

1) Travel

2) Per diem

3) Uni f or s

4) Transportation to and fromthe job or training site

i ncludi ng rei nbursements for the travel expenses incurred
by m grant workers.

b. Rei mbur sement s for out-of - pocket expenses of volunteers
incurred in the course of their work.

C. Medi cal rei mbursenents.
d. Dependent care rei nbursenents.
e. Rei mbur serment s recei ved by househol ds to pay for services

provided by Title XX of the Social Security Act.

7. Third Party Funds

Moni es recei ved and used for the care and mai ntenance of a third-
party beneficiary who is not a household nmenber. |If the intended
beneficiaries of a single paynment are both househol d and nonhousehol d
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menbers, any identifiable portion of the paynent intended and used
for the care and nai ntenance of the nonhousehold nenber will not
count. If the nonhousehol d nenber's portion cannot be readily
identified, the payment shall be evenly prorated anmong i ntended
beneficiaries and the exclusion applied to the nonhousehol d nenber's
prorata share or the amount actually used for the nonhousehol d
nmenber's care and mai ntenance, whichever is less. The term
nonhousehol d nenber refers both to persons residing with the food
stanp househol d but consi dered nonhousehol d menbers according to the
provi sions of Part VI.C and persons who do not reside with the food
st anp househol d.

Exanpl es

a. Ms. X is payee for Social Security benefits for two
children who do not live with her. The check
totals $200. Ms. X gives the children's guardian
$100. In addition, she deposits $25 in a savings
account for the children and spends the remaining
$75 on itens for the children.

Ms. X has no income assigned fromthis source. The
EW nust count $200 to the children's household. |If
Ms. X could not account for any portion of the
$200, that portion would count as incone to her.

b. Ms. Y receives child support for her two children
One child does not live with her. The father sends
$200 ($100 prorated for each child). M. Y sends
$150 to the child who is not in her hone.

The inconme for Ms. Y's household is $100. The
second child' s inconme is $150 ($100 child support
and $50 contribution fromthe nother).

C. Ms. Z and her four children receive a TANF check of
$300. The oldest child is in Job Corps in another
city, so the food stanp unit excludes this child.
Ms. Z sends the child $50 a nonth fromthe TANF
check to cover his living expenses.

The child's prorated share of the TANF check is $300
divided by 5 = $60. The nother actually sends $50.
The | esser anount, $50, is excluded incone in the food
stanp cal cul ati on.

d. A food stanp household requests the inclusion of children who
resi de el sewhere part of the nmonth. The nonparticipating
househol d receives incone on behalf of the children and uses
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that incone to pay household and the children’s persona
expenses. The nonparticipating househol d does not share any of
the income with the food stanmp househol d.

Since the payee uses all the incone on behalf of the menbers
wi t h dual househol d menbership, the income nmust followthe
menbers and count toward any household that clainms them as
menbers for food stanp purposes.

8. Ear ni ngs of Children

The earned income of children who are under age 18 and who attend

el ementary or high school, or who attend GED cl asses that are

oper ated, supervised, or recognized by the |ocal school board. This
exclusion also applies to participants of elenmentary or high schoo

| evel honme-school programs that are approved by the | ocal schoo
superintendent as neeting the state’s hone-school law. The children
nmust al so be:

a. Certified with a natural, adoptive or step-parent, or

b. Under the control of a household nember other than a parent, as
defined in Part VI.A 2.b.

This exclusion will continue to apply during tenmporary interruptions
in school attendance due to semester or vacati on breaks, provided the
child s enrollnment will resune following the break. |If the child's
ear ni ngs or amount of work perforned cannot be differentiated from

t hat of ot her househol d nenbers, the total earnings nust be divided
equal Iy anong the working menbers and the child' s prorata share

excl uded.

This exclusion will end the nmonth follow ng the nonth in which the
child turns 18.

9. Lunp Sum Paynents

Moni es received in the formof a nonrecurring |unmp sum paynent,
including but not limted to:

a. Il ncone tax refunds, rebates or credits;

b. Retroactive lunmp sum Soci al Security, public assistance,
Rai |l road Retirenent benefits or other paynents;

C. Lunp suminsurance settl enments;
d. Ref unds of security deposits on rental property or utilities.
e. Accumul at ed vacati on pay or sick pay of term nated enpl oyees

received in a lunmp sum
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10.

11.

f. Ganbl i ng wi nni ngs;

g. Monetary gifts for identifiable one time occasions or norna
annual occasions; and,

h. Retroactive SSI payments even when received in nultiple
install nents.

These paynents will count as resources in the nmonth received unl ess
specifically excluded from consideration as a resource by other
federal laws. The fact that the household or agency can anticipate a
[ unp sum payment does not affect the exclusion as incone.

I rregul ar unenpl oynent conpensation benefits will not count as |unp
sum paynments al t hough they may include anpbunts intended to cover
prior periods.

Irregul ar support paynents generally will not count as |unp sum
payments. The $50 TANF di sregarded support payment received for a
prior period and support paynents made through one-time payments such
as the withholding of federal or state tax refunds will count as a

[ unp sum resource however. The disregarded incentive support paynent
will be for a prior period if the entitlenment date is two or nore
months prior to the check date. This exclusion does not include the
TANF nont hl'y suppl enent paynent received for the prior nonth.

Sel f - Enpl oynent Expenses

The cost of producing sel f-enmploynment inconme. The procedures for
conputing the cost of producing self-enploynent income are described
in Part XIl.A 5 and 9.

Excl usi on by Law

I ncome specifically excluded by federal |aw from consideration as
i ncome in determ ning Food Stanmp eligibility or benefits. This
i ncl udes:

a. Rei mbur semrents from the Uniform Rel ocati on Assi stance and Rea
Property Acquisition Policy Act of 1970 (P.L. 91-646, Section
216).

b. Al'l conpensation received under the Al aska Native Cl ains

Settlement Act and anendnments (P.L. 92-203 and 100-241).

C. Payments to vol unteers under prograns covered by the Donestic
Vol unt eer Services Act of 1973 as amended (P.L. 93-113). This
i ncl udes:
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- Title I - Payments to VISTA volunteers and participants
of the University Year for Action and Urban Crime
Prevention Program if the volunteers were receiving
food stamps or public assistance when they joined the
Title I program. This also includes payments to VISTA
volunteers if the payment is less than the federal
minimum wage.

- Title II - This includes the Retired Senior Volunteer
Program, Foster Grandparents, and the Senior Companion
Program.

d. Payments from programs funded in whole or in part under the
Workforce Investment Act (WIA), except for on-the-job
training programs funded through the WIA. Payments from on-
the-job training programs under this section are considered
countable earned income, except for persons under 19 who are
under parental control of a household member. For such
individuals, the on-the-job WIA payments are excluded.

This exclusion includes projects conducted under the National
and Community Services Act, Americorps, and the Summer Youth
Employment and Training Program, as if the projects were
conducted under the WIA. Payments made under the Youthbuild
Program through the Housing and Community Development Act
must also be treated like WIA payments (P.L. 97-300, 99-198,
101-610, 102-367, 102-550).

e. Payments from the Community Service Employment Program under
Title V of the Older Americans Act (P.L. 100-175). Some
organizations that receive Title V funds are:

- Experience Works (formerly Green Thumb)

- National Council on Aging

- National Council on Black Aging

- American Association of Retired Persons

- U.S. Forest Service

- National Association for Spanish Speaking Elderly
- National Urban League

- National Council of Senior Citizens

f. Payments from private nonprofit charitable organizations, not
in excess of $300 per fiscal quarter, which are not already
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excluded as a lump sum resource. Any amount over the $300

limit is counted as unearned income (P.L. 100-232).

g. Payments under the Wartime Relocation of Civilians Act to
certain U.S. citizens of Japanese ancestry and resident
Japanese aliens and certain Aleuts (P.L. 100-383).

h. Payments from the Agent Orange Settlement Fund or any other
fund established for settlement of Agent Orange product
liability litigation (P.L. 101-201 and P.L. 101-239.)

Payments to veterans with service-connected disabilities
resulting from Agent Orange exposure are countable (P.L.

102-4).

i. Payments under the Disaster Relief Act of 1974, as amended,
and the Disaster Relief and Emergency Assistance amendments
of 1988. The disaster or emergency must be a presidentially-

declared disaster. The exclusion applies to federal payments
and comparable disaster assistance provided by States, local
governments and disaster assistance organizations (P.L. 100-
707) .

Most Federal Emergency Management Assistance (FEMA) funds
are excluded, but payments made when there is no declared
disaster or emergency, such as rent assistance for the
homeless household, are not excluded.

J. The value of any child care provided, arranged, or
reimbursed under the Social Security Act through the block
grant child care program (Section 6585, P.L. 102-586, as

amended) .
k. Earned income tax credits (P.L. 101-508).
1. Salary reductions for military personnel which are used to

fund the GI bill (P.L. 99-5706).
m. The following payments to Indian tribes:

- Income from certain submarginal land of the U.S. which
is held in trust for certain Indian tribes (P.L. 94-
114, Section 6).

- Income from the disposition of funds to the Grand
River Band of Ottawa Indians (P.L. 94-540).

- Payments by the Indian Claims Commission to the
Confederated Tribes and Bands of Yakima Indian Nation
and the Apache Tribe of the Mescalero Reservation
(P.L. 95-433, Section 2).
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- Payments fromthe Maine Indian Cl ainms Settlenent Act of
1980 to the Passamaquoddy Tribe, the Penobscot Nation
and the Houlton Band of Maliseet (P.L. 96-420, Section
9c).

- Payments of relocation assistance to nmenbers of the
Navaj o and Hopi Tribes (P.L. 93-531, Section 22).

- Per capita payments of up to $2,000 per cal endar year
under the Indian Judgnent Fund Act as anended (P.L. 93-
134 and 97-458).

- Payments to the Chippewa Tribes: Turtle Muntain, Red
Lake, M ssissippi, Lake Superior, Saginaw, or White Earth
(P.L. 97-403, 98-123, 99-146, 99-264, 99-346, and 99-
377).

- Payments to the Bl ackfeet, Gosventre, and Papago Tri bes
(P.L. 97-408).

- Payments to the Assiniboine Tribes (P.L. 98-124, Section
5 and 97-408).

- Payments to the Seneca Nation (P.L. 101-503).

- Payments to the Puyal lup Tribe (P.L. 101-41).

- Payments to the Sac and Fox Tribes (P.L. 94-189).

- Paynents, except for per capita paynents over $2000, to
the Seminole Nation of Oklahoma, the Sem nole Tribe of
Fl orida, the M ccosukee Tribe of Florida, and the
i ndependent Seminole Tribe of Florida (P.L. 101-277).

- Payment s made under the Confederated Tribes of the

Colville Reservation Grand Coul ee Dam Settl ement Act
(P.L. 103-436).

n. Payment s under the Radi ati on Exposure Conpensation Act (P.L.
101- 426).
0. Contributions of an SSI recipient into a Plan for Achieving

Sel f Support (PASS) account (PL 102-237).
p. Payments for neals for children or adults on whose behal f the

paynment is made through the Child and Adult Care Food Program
Section 12(a) of the School Lunch Act.

TRANSM TTAL #56



VI RG NI A DEPARTMENT
OF SOCI AL_SERVI CES | NCOVE

7/ 03

VOLUME V, PART XI, PAGE 20

12.

13.

14.

15.

16.

g. Payments to individuals because of their status as victinms of
Nazi persecution (P.L. 103-286).

r. Payments through the Department of Veteran Affairs to children
of Vietnamveterans who are born with spina bifida (P.L. 104-
204).

Gover nmrent  Subsi di es for Housing and Energy/ Utility Payments

Payments or all owances nade for housing, energy assistance or utility
payments under any federal, state or |ocal governnent programwil |

not count. This includes paynments received fromthe Low | nconme Home
Ener gy Assistance Program (Virginia Fuel Assistance Program, HUD and
FmHA utility payments.

Shared Shelter Arrangenents

In sone situations, food stamp househol ds may share shelter expenses
with other food stanp units or other nonrecipients. Mpney my
exchange hands between the units to facilitate bill paying. This
exchange of noney for the purposes of bill paying in a shared shelter
arrangenent is not considered income to the person receiving it.

Each food stanp unit is entitled to its share of the shelter expenses
on its worksheet.

Note: This policy does not replace the roomer/boarder and renta
property situations.

Funds Deposited in an |Individual Devel opnent Account (1DA) or HUD
Escr ow Account

Money deposited in an | DA on behal f of a household menmber will not
count as income as well as nmoney deposited in an escrow account
est abl i shed by HUD

VI EW Support Servi ces Payment

Payments made directly or indirectly to household nmenbers for
supportive services through VIEWw || not count as incone.

Educati onal Benefits

Money received for educational purposes.
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G | NCOVE OF EXCLUDED HOUSEHOLD MEMBERS (7 CFR 273.9(b)(3); 273.11(d))

I ndi vi dual househol d nembers nmay be disqualified fromparticipation in the
Food Stanmp Program or nmay be ineligible to participate. See Part VI.C for
a discussion of nonhousehol d nmenbers.

The earned or unearned i ncone of a disqualified household nenmber is to be
handl ed in accordance with Part XII.E. Al or part of the incone of the
di squal i fi ed person nust be counted to the remai ni ng nenbers.

For excl uded househol d nembers who are ineligible rather than disqualified,
such as ineligible students, the incone of the ineligible nenber is not
consi dered available to the household. Any cash paynents fromthe

i neligible menber to the househol d nmust be considered i ncome under the

normal incone standards described in this manual. If the househol d shares
deducti bl e expenses with the ineligible menber, only the anmount actually
paid or contributed by the eligible nenbers is allowed as an expense. |If

t hese paynents or contributions cannot be differentiated, the expenses nust
be prorated evenly anong the persons actually paying or contributing to the
expense and only the eligible nenmbers’ pro rata share deduct ed.

VWhen the earned i ncome of one or nore househol d nmenbers and the earned
i ncome of an ineligible menber are conbined into one wage, the incone of

t he househol d nenbers nust be determned as follows: |If the household's
share can be identified, count that portion due to the househol d as earned
income. |If the household' s share is not identifiable, prorate the earned

i ncome anpbng those it was intended to cover and count the prorated portion
to the househol d.
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A. SELF- EMPLOYMENT | NCOVE

1. Definition

Sel f - enrpl oynment i ncone incl udes:

a. The total gross inconme froma self-enploynent enterprise, which
shall also include the total gain fromthe sale of any capita
goods or equi pnent related to the business.

b. Farmincome. Inconme fromfarnming will be that income derived
fromactivities such as:

1) the production and sale of crops and livestock for food;

2) the raising of livestock to produce itens such as eggs,
wool, milk, etc.; and,

3) the production and sal e of tobacco, cotton and other non-
food crops.

c. Payments from rooners and boarders.
d. Incone fromrental property. (See Part Xl.C. 2 and Part Xl
E. 6.)

If a person has incorporated a self-enploynent enterprise, either

al one or with other persons, and draws a salary fromthe business,
the wages drawn are regul ar earned i nconme (not self-enploynent
income). In such a situation, the person's share of the net worth of
the corporation is a resource.

2. Averaging of Self-Enploynent Inconme (7 CFR 273.11(a))

Al'l self-enployment income is calculated in the sane manner descri bed
bel ow, except income from boarders not residing in a comrercial
boardi ng house. Instructions for conputing this type of incone are
described in Part Xl I.B.

a. Sel f - enmpl oynment i ncone which represents a househol d's annua
support must be annualized over a 12 nonth period, even if the
income is received in a shorter period of tinme. For exanple,
income froma farner's crop that represents the farmer's annua
support must be averaged over a 12 nonth period, even though
the income is received in a shorter tine frame. |In addition
sel f-enmpl oynment incone that represents a househol d' s annua
support must be annualized even if the household has income
from ot her sources.
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Not e: There are situations when it is difficult to
deternmine if self-enploynent income represents a
househol d' s annual support. This can be especially
difficult to ascertain when the househol d has
i ncome fromother sources. In an effort to nake
such a judgenent, however, other factors, in
addition to the household' s own statenment, that
could provide sone indication as to how long the
househol d coul d sustain itself on such income nust
be exami ned and evaluated. Such factors would
i nclude, but are not be limted to, the previous
year's busi ness and personal expenses, tax records,
antici pated expenses for the current year, incone
expected to be received from other sources during
the coming year, and so on. These factors, when
conpared with the incone from seasonal self-
enpl oyrment, should provide a basis for naking a
determ nati on about how I ong the incone is intended
to support the household. For exanple, if the
previ ous year's expenses were proportionate to the
househol d's i ncome from sel f-enploynment, it could
be an indication that the income would sustain the
househol d for a year; therefore, the household's
i ncome should be annualized. |If expenses were not
proportionate with the inconme, it mght be
determ ned that such incone could not sustain the
househol d for a year; therefore, income should be
averaged over the period of tinme the incone is
i ntended to cover.

Sel f - enpl oynment i ncone received on a nmonthly basis but
representing a househol d' s annual support must normally be
averaged over a 12-nonth period. Exanples of this type of

sel f-enmpl oynment includes nost small businesses, such as
grocers, or sone farners. |f the averaged amount does not
accurately reflect the household's true nmonthly circunstances
because of a substantial increase or decrease in business, the
sel f-enmpl oynment i ncone nust be cal cul ated based on anti ci pated
ear ni ngs.

Sel f - enpl oynment i ncone that does not represent a household's
annual support must be averaged over the period of tinme the
income is intended to cover. This type of seasonal self-

enpl oyrment i ncl udes vendors who receive their income in the
sumer or during the tourist season and supplenment it through
anot her source during the rest of the year
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d. Househol ds with newy forned enterprises that have been in

exi stence |l ess than a year shall have their self-enpl oynment

i ncome averaged over the anmpbunt of tinme the business has been
in operation, and the nmonthly amount projected for the com ng
year. |f the business has been in operation for such a short
time that there is insufficient information to make a
reasonabl e projection, a certification period should be
assigned which allows for a tinmely review of the household's
ci rcunst ances.

If a household farming for the first year has not yet received
its first income, or an established farm ng househol d has not
yet realized a change in incone due to a change in the anpunt
or type of crops raised, the EWshould not anticipate the
amount of the expected income fromthe new crop when

determ ning the household s incone.

3. Determ ning Monthly Income from Sel f-Enpl oynent (7CFR 273.11(a)(2))

a. For the period of tinme over which self-enploynment inconme is
det erm ned, the EW nust:

1) Add all gross self-enploynment inconme, including capita
gains, for the period of time over which incone is
det er m ned.

2) Subtract the cost of producing the self-enploynment incone
(See Part XIl.A 5.)

3) Di vide the remaining self-enployment i nconme by the nunber
of nonths over which the income will be averaged.
b. When sel f-enpl oynent income is not averaged but is cal cul ated

on an antici pated basis, the EW nust:

1) Det erm ne any capital gains the household anticipates
receiving during the period over which the incone is
averaged which is likely to be the certification period.

2) Di vide the ampbunt by 12 (use this ampunt in successive
certification periods during the next 12 nonths unl ess
the anticipated amount of capital gains changes. |If this

shoul d occur, a new average nonthly amunt nust be
cal cul ated.)

3) Add anticipated nonthly anount of capital gains to
antici pated nonthly self-enpl oynent incone.
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4) Subtract the cost of producing the self-enploynment

i ncome. The cost of producing the self-enploynment incone
shall be cal cul ated by anticipating the nmonthly all owabl e
costs of producing the incone.

If obtaining verification of the cost of doing business wll delay
the household's certification, the |ocal agency nust advise the
househol d that the household's eligibility and benefit |evel may be
determ ned wi thout providing a deduction for these costs. |If these
costs or a portion of them cannot be verified within 30 days of the
date of application, the |local agency mnmust determ ne the household's
eligibility and benefit |evel wthout providing a deduction for the
unverified portion. The household nmust be given at |east 10 days to
provide the verification. For initial applications and
reapplications, if the household would be ineligible unless these
unverified costs are allowed, the household will have an additiona
30 days to take the required action. Action nust be taken on
recertifications in accordance with the verification time frames
described in Part IV.C. 4.

One or nore paynents to farmers fromthe Di saster Assistance Act of
1988 (P.L. 100-387) nmust be counted as earned i ncome. These
paynments, made to farmers who are adversely affected by a drought,
are given for crop losses or to buy feed grain. This incone is
considered a replacenent for income |lost as a result of a drought,
and for self-enployed farmers, the incone nmust be processed in
accordance with normal annualizing procedures for self-enploynent
income. Since the paynment is counted as inconme, it is excluded as a
resource. (PIRS 89-4).

4. Capital Gains (7 CFR 273.11(a)(3))

The proceeds fromthe sale of capital goods or equi pnent are
calculated in the sane manner as a capital gain for federal incone
tax purposes. Even if only 50% of the proceeds fromthe sale of
capital goods is taxed, the EWnmust count the full amunt of the
capital gain as incone for food stanp purposes.

Exanpl e

Farnmer A purchased a tractor for $3,000 in 1987.
Over the period of 10 years he clainmed $3,000 in
depreciation on the tractor. 1In 1997, he sold the
tractor for $1,000. For inconme tax purposes, the
transaction appears as follows:

Pur chase price $3, 000
Depreciation claim 3, 000
Purchase base 0
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Sale price $1,000
Reported as gross x 50%
Taxable income $ 500

For Food Stamp purposes the entire proceeds, or $1,000,
would be included as gross income.

5. Allowable Costs of Producing Self-Employment Income (7 CFR
271.11(a) (4))

Allowable costs of producing self-employment income include, but
are not limited to, the following:

a. the identifiable costs of labor, stock, raw material, seed
and fertilizer.

b. payments on the principal of the purchase price of income
producing real estate and capital assets, equipment,
machinery and other durable goods or on the principal for
improvements to real estate.

c interest paid to purchase income producing property, capital
assets, equipment, machinery, and other durable goods.

d. insurance premiums paid on income producing property.

e. taxes paid on income producing property.

f. costs of repairs to property needed for general maintenance.

g. identifiable shelter costs needed for the business
enterprise.

For households whose mortgage payments represent an investment in
the household's residence as well as an investment in income
producing property, the mortgage payment, interest, and taxes will
be deductible only as part of the household's shelter costs and
not as a cost of producing income. If the household can document,
however, that costs on that portion of the home used in the self-
employment enterprise are separate and identifiable, payments on
the mortgage principal, taxes, interest, and other identifiable
costs may be deducted as a cost of doing business.

6. Costs Not Allowed (7 CFR 273.11(a) (4) (ii))

The following items are not deductible as a cost of doing

business:
a. net losses from previous periods.
b. federal, state, and local income taxes.

TRANSMITTAL #57



VIRGINIA DEPARTMENT SPECIAL INCOME

OF SOCIAL SERVICES DETERMINATIONS
10/05 VOLUME V, PART XII, PAGE ©
C. money set aside for retirement purposes.
d. other work related personal expenses, such as transportation

to and from work.
e. depreciation.

NOTE: "b", "c¢", and "d" are included in the 20% earned income
deduction.

7. Allowable Costs of Producing Income for Day Care Providers

When day care is provided in the home of a member of one household
to children other than those living in the same food stamp
household, an allowance must be made for the cost of meals and
snacks that are provided. The allowance is as follows, unless the
provider documents actual costs that exceed these amounts:

Breakfast - $1.06 per meal; Lunch or Supper - $1.96 per meal;
Snacks - $.58 per meal.

Money paid to day care providers under Section 12 of the School
Lunch Act to serve meals to children, other than their own, is

countable. Allowable business costs, as described above, are
given.
8. Net Loss from Farm or Fishing Operations (7 CFR 273.11 (a) (2) (iii))

Self-employed farmers, as defined in Part XII.A.b, and self-
employed fishermen may have a net loss once allowable costs of
doing business are deducted from gross farm income. If the farmer
or fisherman receives annual gross proceeds of $1,000 or more from
the farming or fishing enterprise, any net loss amount must be
prorated over the year in the same manner used to prorate the farm
or fishing income. Losses from farm or fishing self-employment
enterprises are offset in two phases. The first phase is offsetting
against non-farm/fishing self-employment income. The second phase
is offsetting against the total of earned and unearned income. The
gross income eligibility standard is applied after offsetting. The
earned income deduction is based on wages and salaries, and any
income from self-employment remaining after the first phase of
offsetting.

9. Depreciation

Depreciation is not allowed as a cost of producing self-employment
income for equipment, machinery or other capital investments
necessary to the self-employment enterprise.
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B. BOARDERS (7 CFR 273.11(b))

The i ncome of househol ds owni ng and operating a comerci al boardi ng house
i s handl ed as sel f-enpl oynent inconme under Part XIl1.A 2 and 3. A
conmer ci al boardi ng house is an establishnent |icensed as a conmercia
enterprise that offers neals and | odging for conpensation. 1In localities
wi t hout |icensing requirenments, a boarding house is as a commerci a
establ i shnent that offers meals and | odgi ng for conpensation with the
intent of nmaking a profit. The nunber of boarders residing in a boarding
house is not used to deternine if a boarding house is a comercia
enterprise

For all other househol ds containing boarders, the inconme fromthe boarders
nmust be cal cul ated followi ng the procedures in this chapter. See Part
VI.B. to determ ne boarder status.

1. | ncone fromthe Boarder

The i ncome from boarders must include all direct payments to the
househol d for room and neals, including payments to the household for
part of the shelter expenses. Shelter expenses paid by boarders
directly to soneone outside the household (such as a |l andlord or
utility conpany) are not counted as inconme to the househol d.

2. Cost of Doi ng Busi ness

To determ ne the net anpunt of countable incone froma boarder the EW
must deduct the cost of doing business fromthe gross nonthly income
figure.

The cost of doing business is equal to one of the follow ng:

a. If the househol d takes nore than two neal s per day, the anount
of the maxi mum coupon allotnment for a household size that is
equal to the nunmber of boarders; or

b. if the household takes two neals or |ess per day, the anmpunt
equal to two-thirds of the maxi mum coupon allotnment for a
househol d size that is equal to the number of boarders; or

C. t he actual documented costs of providing roomand neals, if
they are higher than the appropriate coupon allotnent.

The al | owabl e cost of doi ng busi ness may never exceed the anount the
househol d receives fromthe boarder. |[|f actual costs are used, only
separate and identifiable costs of providing roons and nmeals to the
boarders are al |l owed.
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Ear ned | ncone Deducti on

The 20% earned i ncome deduction as defined in Part X. A 2. will be
allowed for all incone fromboarders. The net boarder payment nust be
added to all other earned incone before allow ng the 20% deducti on

SPONSORED | MM GRANTS (7 CFR 273.4(c))

Af f ected &G oups

Al immgrants granted U. S. visas based on fanily connections and sone
enpl oyment - based i mm grants nust have a sponsor in order to obtain

per manent residency. The sponsor must execute an affidavit of support
on behalf of the immigrant to denonstrate financial responsibility for
the i nmm grant.

This chapter applies to persons who file visa applications on or after
December 19, 1997, and for persons who file for an adjustnent of
status on or after Decenmber 19, 1997.

I ndi vi dual sponsors must docunent that they have the capacity to
financially support and maintain an inmgrant, generally at 125
percent of the federal poverty level. The sponsor nmust execute a

| egal |y enforceable affidavit of support, INS Form 864, on behal f of
each imrgrant. The sponsorship affidavit al so requires an agreenent
to rei nburse agencies for any neans-tested public benefits obtained by
t he sponsored i nmm grant.

The agency nust evaluate the provisions of this chapter for

imm grants who are eligible for food stanps as permanent resident
immgrants with 40 quarters of work credited to them (Part
VII.F.1.f.) and for permanent residents who are conditionally
eligible for food stanps if they neet a qualified status (Part
VIT.F.2.).

Exenpti ons

The provisions of this chapter do not apply to the foll owi ng groups:

e |Inmgrants w thout sponsors. This group includes persons who
entered the United States w thout an individual sponsor who signed
a legally binding affidavit of support. These imngrants include
ref ugees, asyl ees, persons whose deportation is wthheld,
Aner asi ans and Cuban/Haitian entrants.

e |nmgrants whose sponsors signed affidavits of support before
December 19, 1997 or persons whose sponsors have not signed a
| egal |y enforceable affidavit of support.

e |Inmgrant children under 18 years of age.
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e |Inmgrants who woul d be indigent wthout food stanps or other
public assistance in that the househol d' s inconme, including any
assi stance fromthe sponsor, is insufficient to provide food or
shelter. |Indigence here neans that the household s own income and
any direct cash or in-kind contribution fromthe sponsor or others
do not exceed the gross incone |evel for the household' s size.

The only income the agency nmay deem fromthe sponsor for a 12-
nmont h renewabl e period is the anpbunt the sponsor actually provides
if the immigrant is indigent. The |ocal agency nust report the

i mm grant and sponsor’s nanes to the U S. Attorney CGeneral if an
immgrant is deternmined to be indigent.

This exenption will last for one year fromthe date of the
i ndi gence determ nation. The agency may renew t he indigence
determ nation for additional 12-nonth peri ods.

e An inmigrant determned to be a battered spouse, child or parent
or subject to extreme cruelty in the U S. The person nust be
living separately fromthe batterer. This exenption covers any
12-month period. The exenption may be extended for additional 12-
nmonth periods if the inmm grant shows that a court, administrative
order or the Imrigration and Naturalization Service recogni zes the
battery and if the | ocal social services agency determ nes the
battery has a substantial connection to the receipt of food
st anps.

1. Conputing the Countable |Income of Sponsors

A portion of the nmonthly incone of the sponsor and the sponsor's
spouse, if he or she executed the affidavit of support, mnust be
considered in determining the eligibility and benefit |evel of the
househol d of which a sponsored imrigrant is a menber. The agency
nmust make the determination as follows:

a. Cal cul ate the earned i ncone of the sponsor and the sponsor's
spouse.

b. Deduct the 20% earned inconme deduction fromthis anmount.

C. Add the unearned i ncone of the sponsor and the sponsor's
spouse.

d. Deduct the gross incone eligibility limt for the size of the

sponsor's househol d i ncludi ng any person who is claimed or
could be clainmed by the sponsor or the sponsor's spouse as a
dependent for federal income tax purposes.

e. The remai nder is the countable incone for the sponsored
i mm grant for food stanmp purposes.
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If the inmgrant has already reported gross incone information about
t he sponsor for the sponsored alien rules for TANF, that incone
amount may be used for food stanmps. Allowabl e deductions are linmted
to the 20% earned i ncone deduction and the food stanp gross nonthly

i ncone anount stated above.

If a sponsored inmgrant can denonstrate to the | ocal agency's
sati sfaction that the sponsor is responsible for other inmgrants,
t he i ncome deened here nust be divided by the nunber of sponsored
i mm grants.

Money paid to the inmm grant by the sponsor (or the sponsor's spouse)
wi Il not count as income unless the anpbunt paid exceeds the anmpunt
attributed to the imrgrant under Part XI1.C 1.a.

Exanpl es

. Sponsor’s incone attributed to inm grant $100
Amount paid directly to the inmgrant by
t he sponsor for an "odd job" $ 60
This $60. 00 anpunt will not count as income to the
i mm grant’ s househol d.

. Sponsor incone attributed to inm grant $100
Amount paid directly to the inmgrant by
t he sponsor for an "odd job" $120
The $20.00 over the $100 attributed income is countable
income to the inmmgrant’s househol d.

2. Conputi ng Count abl e Resources of Sponsors

Resources of the sponsor and the sponsor's spouse count towards the

i mm grant househol d. The total amunt of the sponsor’s and spouse’s
nonexenpt resources nust be reduced by $1500. |If a sponsored

i mm grant can denmpnstrate to the |ocal agency's satisfaction that the
sponsor is responsible for other immgrants, the resources counted
here nust be divided by the nunmber of sponsored inmgrants that apply
for or are participating in the Food Stanp Program

3. Term nation of the Sponsor’s Obligation

The eval uation and use of the income and resources of the sponsor and
spouse of the sponsor nust continue toward the food stanp eligibility
and benefit level of the immigrant until the inmgrant becones a U. S
citizen. The evaluation of the sponsor’s obligation will also

term nate when the immgrant can be credited with 40 quarters of work
coverage, provided the imrgrant received no public benefits for any
guarter beginning January 1997. (See Part VII.F. for a discussion of
qual i fying quarters of work.)
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O her conditions that will cause the sponsor’s support obligation to
end are the death of either the sponsored imm grant or the sponsor

or instances when the inmgrant |eaves the country or no | onger holds
per manent resident status.

4. Responsibilities of the Sponsored | nm grant

The imm grant is responsible for the foll ow ng:
a. obt ai ni ng the cooperation of the sponsor

b. providing informati on or documentation necessary to cal cul ate
t he countabl e i nconme and resources of the sponsor at
application and recertification; and,

C. providing the names or other identifying informtion about
imm grants for whomthe sponsor has signed an agreenent to
support to enable the | ocal agency to deterni ne how many of
t hese sponsored i mm grants are Food Stanmp Program applicants or
reci pients so that the sponsor’s attributed i ncome and
resources can be divided by the nunber of such inmm grants.

If information about other immgrants for whomthe sponsor is
responsi ble is not provided, the income and resource anounts
will be attributed to the inmmigrant in their entirety until the
i nformation is provided.

The imm grant is also responsible for:

. reporting the required informtion about the sponsor and
sponsor's spouse if a different sponsor is obtained
during the certification period; and,

. reporting a change in incone should the sponsor or the
sponsor's spouse changes or |oses enploynent, or dies
during the certification period. These changes nust be
handl ed according to the tinmeliness standards in Parts
XIV. A

The household is primarily responsi ble for obtaining the

i nformati on or verification needed to determ ne the sponsor’s
or spouse’s income and resources but, the agency must provide
assi stance in accordance with Part 111.B.
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Rei nbur senent Pr ocedur es

After food stamp benefits are issued to a sponsored immgrant, the

| ocal agency nust pursue collection of the anpbunt of benefits issued.
The | ocal agency may |unp together the anount of all public benefits
i ssued by the agency instead of pursuing separate collections for
each program Legal and other collection costs may be included in

t he rei mbursenment requests.

The agency nust exclude any sponsor who is participating in the Food
Stanp Program fromthe rei nbursement procedures.

The request for reinbursenment nust be sent to the sponsor by persona
service and must include the foll ow ng:

a. Date of the sponsor’s affidavit or support;
b. Sponsored i mri grant’s nane;

C. I mmigrant’s registration nunber

d. Address of the inmgrant;

e. Immigrant’s date of birth;

f. Type of public benefit received,;

g. Date(s) benefits received; and,

h. Total ampunt of benefits received.

The request for reinbursement nust advise the sponsor to respond
wi thin 45 days of the request by paying the requested anount or by
arrangi ng a paynent plan that is satisfactory to the agency.

If the sponsor does not respond to the reinbursement request, the
agency may file a civil suit against the sponsor at the end of the
45-day period. |If a final judgnment is obtained against the sponsor
t he agency nust mail a certified copy of the judgnment and a cover
letter containing the reference “Gvil Judgment for Congressiona
Report - 213A(i)(3)I I RIRA" to:

I mmigration and Naturalization Service
Statistics Branch

425 | Street NW

Washi ngton, D.C. 20536
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The agency must send any reimbursement payments for food stamp
benefits and a copy of the reimbursement request letter to:

U.S. Department of Agriculture
Food and Consumer Service
Mid-Atlantic Regional Office
P.O. Box 953772

St. Louis, MO 63195-3772

The agency must send a copy of the reimbursement request letter
and reimbursement check to:

U.S. Department of Agriculture
Food and Consumer Service
Mid-Atlantic Regional Office
300 Corporate Boulevard
Robbinsville, NJ 08691-1598

Note that while a sponsor’s obligation may be terminated for
conditions noted in Section b. above, that termination does not
relieve the sponsor or the sponsor’s estate of the obligation to
reimburse programs for the issuance of public benefits provided
before the support agreement terminated.

Efforts to collect amounts issued to sponsored immigrants through

the Food Stamp Program or other means-tested public benefits must
be taken within 10 years of the date of the last issuance.
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6. Awaiting Verification

If the information necessary to determine the amount of the
sponsor’s or sponsor’s spouse’s income and resources attributed to
the immigrant, is not received or verified in a timely manner, the
sponsored immigrant will be ineligible until all necessary facts
are obtained. 1In addition, if questions arise about whether an
immigrant has a sponsor, the date of entry, or the date of the
adjustment of status, such questions must be resolved before food
stamp eligibility can be established for the immigrant. The
eligibility of any remaining household members must be determined.
The income and resources of the ineligible immigrant (excluding
the attributable income and resources of the alien's sponsor and
sponsor's spouse) must be treated in the same manner as a
disqualified member as set forth in Parts XI.G and XII.E, and
considered available in determining the eligibility and benefit
level of the remaining household members.

If the sponsored immigrant refuses to cooperate in providing
and/or verifying needed information, other adult members of the
immigrant’s household will be responsible for providing and/or
verifying the information required. If the household refuses to
cooperate in this regard, the entire household is ineligible. If
the information or verification is subsequently received, the
local agency must act on the information as a reported change in
household membership in accordance with the timeliness standards
in Part XIV.A.

If the same sponsor is responsible for the entire household, the
entire household is ineligible until the needed sponsor
information is provided and/or verified.

D. HOUSEHOLDS WITH A DECREASE IN INCOME DUE TO FAILURE TO COMPLY WITH
ANOTHER PROGRAM’S RULES

Food stamp benefits must not be increased when a household’s benefits
from another means-tested, publicly funded program are reduced,
terminated, or suspended because of failure to comply with that
program’s requirements. Changes that are not related to the penalty
imposed by the other program must continue to be reflected in the food
stamp allotment, including adding household members who may be barred
from receiving benefits from other public assistance programs. The
public assistance income, as a penalty, must not be counted in the
calculation for food stamp benefits if the public assistance case is
closed at the household’s request or for a reason other than
noncompliance, regardless of prior case actions that may have been
taken due to noncompliance.
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1. For federal, state, or local public assistance programs, such as

TANF or GR, failure to comply will be determined to exist after it
has been established that policy exemptions and good cause
provisions, if appropriate, have not been met. Failure to comply
may also be evidenced by a court conviction for a fraud conviction
or a finding through the ADH process.

When TANF or GR benefits are decreased because of the household’s
failure to comply with that program’s requirements, the food stamp
allotment will be based on both the current amount of the TANF or
GR check and the amount of the reduction or penalty. The penalty
income must be counted as long as the reduced payment is received.
If the PA case is closed, the penalty income must be counted in
the food stamp calculation for a minimum of six months following
the closure of the PA case or longer if the PA case remains under
care.

Example

The agency reduced a household’s TANF grant from
$291 to $241 per month. The reduction occurred
because of the household’s failure to comply with
the immunization requirements needed by TANF
program rules. The TANF amount to be used for
the Food Stamp Program is $291.

The agency must evaluate acts of noncompliance with work program
requirements where individuals or households must be sanctioned
and apply the provisions of Part VIII.A.4 before applying the
provisions of this chapter.

2. Social Security (OASDI) benefits, unemployment compensation and
veteran's benefits are not means-tested programs. If reduced
payments occur for these programs because of a failure to comply,
the food stamp allotment will be based only on the current amount
of the check(s).

3. HUD payments and SSI are publicly funded and means-tested
programs. If reduced payments occur for these programs because of
a failure to comply however, the food stamp allotment will be
based only on the current amount of the check(s), to the extent
the payment is counted as income for food stamp purposes.
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E. DISQUALIFIED INDIVIDUALS: TREATMENT OF INCOME, RESOURCES AND

DEDUCTIONS (7 CFR 273.11(c))

Individual household members may be disqualified from participating in
the Food Stamp Program for a number of reasons. The reason for the
disqualification must be assessed because of the different procedures
for calculating the income to the remaining household members.

This chapter describes the procedures to be used to determine the
eligibility and benefit level of the remaining household members.

1. Resources

The resources of the disqualified individual shall continue to
count in their entirety to the remaining household members.

2. Income
a. The earned or unearned income of an individual disqualified:

1) for an intentional program violation;

2) because of noncompliance with work registration;

3) as a result of a sanction for FSET, voluntary quit, or
work reduction;

4) for fleeing prosecution or imprisonment or one who 1is
violating terms for parole or probation; or

5) as a result of a felony conviction involving

controlled substances,

is counted in its entirety to the remaining household
members.

b. A pro rata share of the income of:

1) an individual disqualified for failure to obtain or
refusal to provide a Social Security number;

2) an ineligible alien;

3) an individual whose U.S. citizenship is in question
and for whom no verification has been provided, or

4) an individual who is unable to participate further

because of time-limited eligibility through the work
requirement (Part XV),
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is counted as income to the remaining household nmenbers. This

pro rata share is calculated by first subtracting any all owabl e
exclusions fromthe individual's income and dividing the income
evenly anmong the household nmenmbers, including the disqualified

one. All but the disqualified individual's share is counted as
i ncome to the remaini ng househol d nenbers.

In situations where a household includes nore than one menber
disqualified for the reasons |listed above, each excluded nmenber's
income is prorated among all househol d nmenmbers, including other

excl uded nmenbers, even if the other excluded nenbers have no i ncone.
Al'l but the amount attributed to the excluded nmenbers in Part
XIl.E.2.b., is counted in conputing the household's income for
eligibility and allotnment purposes.

If a single paynent is received for nore than one beneficiary, and
one is to be disqualified, deternm ne the incone to be assigned to
each individual in accordance with Part Xl .F.7.

3. Deducti ons

For the cal cul ati on of deductions, consideration nmust be given to
whet her the disqualified household nmenber is responsible for an
expense or whether the disqualified menber pays the expense. |If the
disqualified menber is responsible for an expense but the eligible
househol d nmenbers actually pay the expense, the expense mnmust be
treated as an expense of the eligible household menmbers rather than
as that of the disqualified nenbers. Simlarly, if the disqualified
menbers pay a househol d expense, even though someone else is
responsi bl e for the expense, the expense will be attributed to the
di squalified menbers as outlined bel ow.

a. For individuals disqualified for one of the reasons listed in
2.a. above, the standard deduction, earned inconme deduction,
medi cal deductions, dependent care expenses, excess shelter
deductions, honel ess shelter allowance and nandatory child
support paynments shall continue to apply in their entirety to
t he remai ni ng househol d nmenbers.

b. For individuals disqualified for, a reason listed in 2.b.
above, deductions shall be handled in the follow ng manner

1) The 20 percent earned i nconme deduction shall apply to
the countabl e prorated i ncone earned by the excluded
menber .
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2) That portion of the household' s allowabl e shelter and

dependent care expenses that are either paid by or billed
to the disqualified menbers and all owabl e nedi cal and
child support expenses of the disqualified nenbers, nust
be divided evenly anong the eligible and disqualified
menbers. All but the anpbunt attributed to the
disqualified menbers in b. above is allowed as a
deduction and is counted as a deducti bl e expense for the
remai ni ng househol d nmenbers.

4, Eligibility and Benefit Level (7 CFR 273.11(c)(4))

The disqualified individual shall not be included when detern ning
the househol d's size for purposes of assigning a benefit level, for
pur poses of conparing the household' s nonthly income with the income
eligibility standards, or conparing the household's resources wth
the resource eligibility limts. |In addition, if the only elderly or
di sabl ed individual in the household is the disqualified individual

t he househol d shall not be entitled to the unlimted shelter
deduction which otherwi se would apply to a househol d containing an

el derly or disabled individual

F. AVERAG NG CONTRACT AND SELF- EMPLOYMENT | NCOMVE (7 CFR
273.10(c) (3) (ii))

1. Annual i zati on

Househol ds, other than migrant or seasonal farmmrkers, which by
contract or self-enploynment, derive their annual income in a period
of time shorter than one year nust have that incone averaged over a
12-nmonth period. Prorating the incone over 12 nmonths is appropriate
as long as the income fromthe contract is not received on an hourly
or piecewrk basis. These househol ds may include school enpl oyees,
sharecroppers, farners, and other self-enployed househol ds. Contract
income that is not the household s annual incone, in that it is

i ntended to neet the household’s needs for only part of the year

must be prorated over the period the income is intended to cover

The procedures for averagi ng self-enployment income for shorter
periods than 12 nmonths are described in Part Xl I.A. 2.

The statenment of an hourly rate of pay in a contract does not
necessarily mean the contract is on an hourly basis and therefore is
not to be annualized. |If the total amount of annual incone for the
contract period can be derived fromthe information contained in the
contract, or information that is readily avail able, exclusive of days
whi ch may be m ssed due to circumstances such as illness or bad

weat her, the income is annuali zed.
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Examples
1. A school bus driver's contract states he will receive $7

per hour for 5 hours per day over the 180 day school year.
The school board states the school year has 180 days.
Since a total amount of income can either be derived from
the contract or is readily available (7 times 5 times 180
equals $6300 per year), the total income is annualized.

2. A school cafeteria worker's contract calls for $7 per hour
over the school year of 180 days, but the number of hours
available is not indicated. The number of hours per day
varies, and the school board cannot anticipate the number.
The total amount of income for the contract period cannot
be derived from either the contract or other information
and, therefore, income is not annualized.

There may be instances in which a contract is initiated for a partial
year after the start of the normal contract period. In these
instances, the income must be prorated over the partial contract period
in the same manner as if the person was hired for the entire contract
period.

Example

A contract for a school employee is entered into in
January. The regular contract period is September - June.
Income for food stamps would normally be prorated from
September through August. For this partial year, the
income must be prorated from January through August.

2. Adjustments to Annualized Amounts

In those cases where a contract specifies a set amount over the
contract period, plus additional monies of an uncertain amount if
additional work is available and done, only the base contract amount
is annualized. Additional monies earned over and above the base
contract are counted as income when they can be anticipated. The EW
must explore with the household the past receipt of such income and
whether the person is receptive and therefore available for the extra
employment. In some instances, the pattern of past receipt of extra
earnings may suggest that such money should be anticipated.

Example

A school bus driver's contractual amount is $6300 per
year. However, the driver can earn an extra $10 per trip
driving for special school functions. $6300 divided by 12
equals 525 per month to count as income from the
contract.
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Suppose in March the client earns an additional $40
driving to basketball games. He reports receipt of this
income to the agency. No additional money is expected
because no other trips are currently planned and his
work history shows that no special trips occur after the
basketball season. The annualized contract amount of
$525 is the only income considered for future months.

In those cases where a contract calls for no pay for those days not

worked,

income averaging over a l2-month period is still appropriate.

If it can be anticipated at the time of certification that certain
days will be missed, the salary for these days should not be counted.
Otherwise, the income calculation is to be based on the maximum

salary.
missed.

The household may then inform the local agency as days are
The average will then be adjusted for the remaining months.

Example

A school bus driver's contract states that he will
receive $1250 for the year, but that he will not be paid
for days the school is closed or for days he is sick.
When he applies on March 10, he has already missed three
days for snow in the contract year and he was sick for
two days. The contract reads that $10 will be deducted
for each day not worked. The household is certified with
income of $100 per month ($1250 - $50 = $1200 -: 12 =
$100.00) .

On April 5, the household reports that another two days
have been missed, which were not anticipated at the time

of certification. The household's food stamp income is
then adjusted to $98.33 ($1200 - $20 = $1180 -: 12 =
$98.33).

With the effective date of the next contract, the maximum
income from that contract will be averaged over the year,
less the income for any anticipated absences.

It will also be necessary to adjust the average if the
contract amount changes during the contract period as a
result of an increase in salary. As in the situation
above, the average is adjusted for the remaining months
of the annualized period.

Example

A school employee signs a contract which states that he
will receive $3600 per year. The contract runs from
September through June. Thus, $300 is assigned to each
month in the year, beginning in September. Effective in
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January, the employee reports that his salary was
increased to $4800 per year. Now, $400 is assigned to
the months remaining in the contract period ($4800 =+
12 = $400).

3. Termination of Annualized Income

If no further income from the same source is expected, contract
income that has been annualized is considered terminated as of the
last month included in the annualization.

Example

A contract school employee is paid $6,000 over the ten
months in the school year, September through June. She
grosses $600 in each of the 10 months. She does not plan
to work for the school board in the next school year.

The Food Stamp worker annualizes the income over the year
September through August, and counts $6,000 + 12 = $500
per month.

Should the employee apply in June, her income is not
considered terminated in June, even though June is the
last month she receives a pay check. The income is
terminated in August, the last month included in the
annualization.

Income that is interrupted within the contract period is considered
terminated the month the change in contract employee status occurs.

Example

A school employee quits in February. The agency
annualized her contract income and assigned income to the
months September through August. The income will no
longer count for February

Self-employment income that has been annualized is considered

terminated as of the month the person terminates the self-
employment enterprise.

G. WAGES HELD BY AN EMPLOYER

Wages held by an employer at the request of the employee will count as
income to the household for the month the wages would otherwise have been
paid by the employer. Wages held by the employer as a general practice
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will not count as income to the household even if it is in violation of
law. Held wages will count if the household expects to ask for and
receive an advance, or expects to receive income from wages that the
employer previously held as a general practice. This income will count
as long as the local agency did not previously count the income.

Advances on wages count as income in the month received only if the EW
can reasonably anticipate the receipt of the income as defined in Part
XIITI.A.3. Conversely, when an employer withholds wages to repay an
advance that previously counted as income in a food stamp
determination, the wages withheld will not count as income.

H. TRANSITIONAL BENEFITS FOR FORMER TANEF RECIPIENTS

Transitional Benefits allow food stamp benefits to continue in a frozen
amount for a brief period while former TANF recipients adjust
financially to the loss of the TANF grant. At any time during the
Transitional Benefits period, the household could decide to reapply and
receive a regular food stamp allotment.

1. Transitional Benefits Eligibility

When a TANF case closes, the EW must convert the food stamp case
to Transitional Benefits unless the food stamp household is
ineligible for Transitional Benefits or the household requests
closure of the food stamp case.

Transitional Benefits will apply to any food stamp case:

° if at least one household member is the Case Name or Payee
for a TANF case that closed and

U with a closed TANF case.
Transitional Benefits will not apply if:

. there is no active case certified to receive food stamp
benefits at the time of the action to close the TANF case;

° the TANF case has a suspended status, regardless of the
reason for the suspension;

° the TANF case closed because of noncompliance with TANF
Program rules that results in a sanction or disqualification
of the TANF benefits;

° the household requests to remain in the regular Food Stamp
Program before the switch to Transitional Benefits occurs.
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. the TANF case is closed because there are no eligible
children in the home as a result of a child protective
services investigation;

° the TANF case is closed after discovery that the case was
approved in error;

° the food stamp case or members have a sanctioned or
disqualified status because of noncompliance with Food Stamp
Program rules; and,

° the TANF case closed because of the household’s failure to
renew its eligibility at the end of the certification
period.

Calculation of Benefits

Households will receive benefits during the transitional period
based on the circumstances that existed at the time of the TANF
case closure. In instances where the TANF case is connected to
the food stamp case, ADAPT will recalculate food stamps to
subtract the TANF grant amount from the food stamp calculation for
the month of the TANF case closure. In other instances, the EW
must recalculate the benefits. The calculations must reflect the
removal of the TANF grant amount and the TANF Match payment for
child support received. The calculations must not include a
substitution of the TANF amount with any new income amount that
may have caused the TANF case closure. The EW must leave all
other eligibility factors in place, including income, deductions
and household composition.

The EW must not reflect any changes in the food stamp allotment
during the Transitional Benefits period. As the agency discovers
changes or the household reports changes in its circumstances, the
EW must act on those changes for food stamps but override any
system recalculations of the allotment to reflect the “frozen”
amount as calculated above. 1In instances where household members
leave the household and subsequently apply in another food stamp
household, the EW must delete the household members who are in
another food stamp household and adjust the allotment for the new
household size. 1In other words, during the Transitional Benefits
period, except for household composition changes to delete members
to prevent duplicate participation, the EW must not adjust
benefits to reflect changes.

Households receiving Transitional Benefits will not be entitled to

adjusted benefits through a mass change if a mass change occurs
during the Transitional Benefits period.
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3. Transitional Benefits Procedures

The Transitional Benefits period will be for five calendar months
after the effective date of the TANF case closure. The
certification period for Transitional Benefits cases will be five
months. The EW must adjust the original certification period to
lengthen or shorten the period so that the certification period
will be five months.

The EW must provide the household with a Notice of Action to
notify the household of the revised benefit amount and new
certification period. The agency must send the Notice of
Expiration before the last month of the new certification period
to notify the household to reapply for benefits in order to
continue to receive food stamp benefits.

Households that receive Transitional Benefits are not required to
report changes in their circumstances for the Food Stamp Program
except a change of address. These households are not subject to
the Interim Reporting requirements as addressed in Part XIV.

4. Ending Transitional Benefits
U Eligibility for Transitional Benefits will end the month an
application for TANF benefits is filed if the household
reapplies for TANF assistance. The EW must provide an
adequate notice for the closure. The application will be

treated as an application for food stamp benefits unless the
household elects not to apply for food stamps.

o Eligibility for Transitional Benefits will also end as soon
as administratively possible if a TANF case 1s reinstated
because of the household’s request for continued benefits
for a timely-filed appeal. The food stamp case must be
changed to reflect the original certification period and
calculations that existed before the conversion to
Transitional Benefits. The EW must provide an adequate
notice.

. Transitional Benefits will end as soon as administratively
possible when the household requests closure of the case.
The EW does not need to send a notice to the household 